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PREFACE 


The value of iisjstematic study of Hook keeping and Accoun 
s a part of any adequate scheme of Commercial Education, 
ow geneially leeogmscd The thief difficulty m loimection wi 
lie conveying of fnsti notion in this suhjec t is that many Tcache 
owevei skilled in the Ait of Teaching, have not that pradu 
L<|uaintance with this paituulai vvuik which is g lined by the 
ho aie engaged in the conduct of actual business operations 

Duung the past few viais the untei has conducted Tiainn 
lasses foi Toac liei s of tins sub|cc t, undet the Technical Tnsti uctu 
epaitinent of the County Count ll of the West Hiding of Yoikshn 
1 these eouises the special object has been to bung the Teaehi 
to dosei contact \*>th teal commemal ti ansae tions, and the 
oper mode of treatment in Books of Account The piesei 
nk, which is prepaied from the lectuies defied, with tf 
Idition of new mattei, is intended chiefly to up used as a Tex 
;ok m Schools and Evening Classes The w rftei trusts that 
ly also be of use to the Clerk and to those who are intereste 
Accounts 

W. A 


Luos, OUokr , 1901 



IN1R0HUCT0RY NOTE 

This book is issued as part of oui series of “ Modern Manu 
)f Commeice ” Our aim m producing this series is to prov 
looks which whiie thoroughly educational, if legal ded as a men 
raining of a specialist type, are at the same time practical 
haracter and adapted for the use of commercial student* a 
ersons actually engaged m business 

In these manuals derails aie refened to general pi inapt 
nd there is throughout a suthcient working of pioblems to ensu 
lat pupils shall have a ieal grasp of the subject 
In the present instance, the sole intention is to teach mode 
ook-keeping and Act omits on educational lines and from 
ismess point of view, tliete being no inclination towaids ai 
irticular examination We belic\e, howevei, that any stude] 
ho has systematically hoiked tluougli tins book in its entnet 
ill understand the theory and piactue of book keeping, an 
ould be able to pass any examination m tire subject, an 
eedily to qualify to undertake, 01 effectively supeivise, tl 
eping of the books of account cf any busmens bouse— the mar 
maples of bookkeeping being tire same in eveiy busmes 
nation occurring only in matters of detail 
Members of the teaching piofession will notice (1) that th 
seises are carefully graded so as to intioduec the studen 
itematically to the methods of eonectly recording commercia 
nations of giadually increasing complexity, (2) that eacl 
ucise is such as will admit of its being completed in class, 01 
the intei val between class meetings, and (3) that the mcieasc 
length of exercise is uniform throughout— ver) nnportanl 
siderations in the class-roorn 

Frepk Hooper, 

Secretary, Bradford Chamber of Commerce 
James Graham, 

Inspector for Commercial Subjects and Modem 
Languages to the West Biding County Council, 



j^arfc I (Elementary) assumes ou the pait of the Student 
nowledge of Books of Amount it proc e< ds fiom the explanati< 
f common terms, of the meaning of Transactions, and the simple 
nuns, to an examination of the Them) ot Double Enti), and tj 
ractical application theieof m an ordinal) set of books, leadn 
p to the prepaiation of the Balance Sheet 

Part IT (Tvmnn di vti ) will include explanations ot mo 
implex transactions, including Bills of Exchange, Books 
united Liability Companies, Paltrier ship Accounts, and fuitln 
camples of Tnal Balances, Balance Sheets, Ac, togethei wit 
lustiations of appioved modifications of the Sales, Purchase 
id Cash Books, and the sub-division of the Ledger 

Pait III (Advanced) will contain special arrangements < 
le Trading Account, and will deal with Reserve Funds, Sinkm 
unds, Depreciation, Cost Accounts, Departmental and Branc 
ccounts, Sectional Balancing, &c , and also examples of speciall 
ranged systems ot Book-keeping for various businesses 


The following observations are intended simply to convey tc 
e mind of u youuy Student of this subject some idea of the 
»a rung ot 01 dinar y business operations, m order that the 
neral terms and phrases to be met with may not be altogethei 
ange to him ' 

Foi the purpose of carrying on any business, a person 
[Uires, m addition to the important qualifications of skill, 



monetary value and winch is called his Capital It is tr 
that persons have commenced and earned to a successful iss 
business undertakings without being at the outset possessed 
anything beyond 4 tlie pi oveibial “ half-crown ' ” Tn such cas 
the requisite money (ot piopeity) is piovided by some oth 
person and the Trader is sai<l to commence with “hoir&u* 
Capital” but leally the Capital belongs to the lendei , md tl 
Tiadei’s capital is nil 

Take the simple example of a person who is the foitunai 
recipient of a legacy of id, 000, and who, having gained tl 
requisite piaotical knowledge of some bianch of Tiade, decides t 
sommence business on bis own account His hist step will b 
jO place the money in safety by handing it to a Hanker, i e , h 
ypens a Banking A<< on nt Next, he must provide himself wit 
Aiitable Business Piemi sc«s (Shop, Waiehouse, tfcc ) Ho will eitlie 
mrchase the premises or take them at an annual Rent, theieb 
recoming the Tenant In purchasing the premises he may eithe 
>ay the whole price at once, or he may pay only a portion (sa 1 
ne-third) and owe the remainder In the latter event he wil 
ay an agreed rate of Intel est on the lemamdei and will alsc 
ive as security a document called a Mortgage Deed, which ha* 
ie effect of enabling the person to whom the mono}' is owing tc 
ll the property to somebody else (in case the Trader is unable 
> repay the amount when it is due) and pay himself out of the 
'oceeds 

Immediately the Trader begins to occupy the Premises, either 
Owner or Tenant , he becomes liable to the local authority 
Corporation, or District or Urban Council, &c ) for Rates , and 
Owner he will become also liable for Taxes 

He will proceed to equip the premises with the necessary 



then purchase the commodities in which he deals, described 
Goods As a prudent man he should immediately piotect hu 
self against nsk of loss by Fue by taking out a Fwe Insnran 
Polity covering his Stock of Goods, Fixtures, tjrc (If lie is t] 
Owner of the piemises he will insuie them also ) 

f 3y this time he will probably have found it necessaiy « 
engage the regular sei vices of one oi moie assistants, and 1 
thereby becomes Responsible foi then IV ages oi Salaries k 
may call attention to his new venture by means of advertis 
nent% and may engage persons, Traveller ?, to (all upon piobab 
'ustomeis with samples of the goods which he has foi sale 

We are assuming that oui Tradet is a Merchant, 1 e , that h 
mys and sells the goods in the same condition and does n< 
nake or mannjactuie articles His trade may be Wholesal 
e , supplying goods only to customers who will sell them agair 
9 it may be Retail , le, supplying goods dnect to consumers 
us ttade may also be of both classes 

If he wishes to do business in a distant town, withou 
icurnng the expense of sending a Traveller, he may employ a] 
I gent — a peison residing in that district who will sell goods fo 
lm and will charge, by way of remuneration, a percentage upoi 
le total business done -called Commission 

Unfortunately it may be that goods aie sold to a customei 
ho fails to pay for them, and who becomes insolvent in thu 
ise the trader will receive his share of whatever the customer 
tate will realise (dividend), and the lemamdei is a Bad JDebt 
' loss 

At the end of six oi twelve months the Trader will ascertain 
s financial position by Taking Stock and preparing a Balance 
ieety as explained m the following pages At this date his 



perations, such increase (apart from any new capital lie m 
iave introduced, or any sums lie may have withdrawn) lien 
M Pmtit Conveisnlt if Ins Capital lias decieised (apart fin 
unis tvit|idia\tn),such dei lease is the Ut /#s foi the peuod 

By keeping aecmate accounts he will he aide to asm tain tl 
mount of Ins frV and fit ft piolit (01 loss) and to keep a Ac 
pon the winking e\pi uses ot Ins business lie tan discovei if 1 
selling goods too tlieaph, and also judge as to the aihisahilit 
bundling out into fiesh enleipiists flood hook keeping tti 
nd to facilitate the piompt to) let lion ot unmet due to him, an 
e punctual dischaige of his liabilities, the husbanding ot hi 
sources and the lcgulation ot his jnmfp expendituie m du 
oportion to the mmtjs of his business 
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CHAPTER T 

Definitions and Forms 

Tlje Student is recommended to commence work w 
Chapter li , and to lefei, as occasion may require, to i 
Jefimtions and examples shown in this Chaptei 

Assignment A Tiansfer of Pioperty from one person 
mother In means of a legal document or Deed The term usua 
efeis to the ca<e of a person who is unable to pay his debts, a 
vho transfers all his pioperty to his creditor s, whoaie represent 
>y a tiustee who distributes the amount realised by the sale 
uch propel t v 

Audit An examination or scrutiny of books of account 

Bad Debt Loss incurred by the failure of a person, firm, 
\>mpany to pay twenty shillings m the £ 

Bank) upf An insolvent person whose affairs are wound \ 
[i the P»ankiupt( v Court by legal process 

Book i('f /)U)(/ The ait of recording pecuniary transactions 
regular and systematic manner , the art of keeping accounts 
jcli a mannei as to give' a permanent record ot business trail 
ctums, from which the true state or histoi y of one’s pecumai 
(fairs or mercantile dealings may at any time bo ascertained - 
W if a/ if Du twain if 

Broke) - An agent who negotiates on behalf of others tf 
ur chase or sale of pi oper ty of any kind 

B Himes* Mercantile pursuits collectively , employmeni 
quning knowledge of accounts and financial methods , th 
cupation of conducting trade or monetary transactions of an 
nd — Century Dutumary 

Commission — Remuneration for sei vices rendered, based upo 
percentage of the amount of business transacted 

Consignment — (l) The placing of goods m the hands of ai 
ent for sale 

(2) The despatch of goods to a Railway Company for deliver; 
the customer 



Demurrage - A charge made by a Railway Company foi del. 
)f railway wagons lx'yond a stipulated time The term is al 
ipplied to the charge for detention of a vessel 

Depreciation - -The amount bv which the value of an ass 
las decreased during any given penod 

Dividend (1) The distribution to shareholders (at the la 
>f so much per cent upon the sliaies) of the profit of a Coippan 

(2) Interest upon Government Stocks 

(3) The distribution to creditors of the assets of an insolvei 
person, firm, or Company, at the rate of so much m the £ upc 
heir claims 

Factor — An agent who has in Ins possession goods foi sat 
he property of other persons The name is frequent]} usn 
owever, by merchants dealing with their own goods 

Firm - -Persons who have enteied into pat tnei ship with oi 
nothei are called collectivelv a “ firm ’’ 

Goodwill —The estimated value of the probability of a coi 
nuance of dealings with customers of a trader The value ( 
le right to trade under a p*w4*cuJai»name oi style 

Gross Profit - The surplus realised by the sale of an articlt 
'ter deducting the cost price of (a) the article, oi (b) the ra> 
atenal and cost of labour expended to produce the fimshei 
oduct 

Insolvent The pecumaiy condition of a peison whos 
tbilities exceed his assets 

Lease — A legal document containing an agreement for tin 
nancy of land oi buildings for a fixed period 

Limited Company — An association of individuals formed ii 
cordance with the Companies Acts, carrying on business, th< 
ability of each person being limited to the amount unpaid lr 
*pect of the shares which he holds 

Nett Profit - The surplus remaining after deducting from the 
oss Profit all expenses of the business 

Premium — (1) A payment to an Insurance Company for risk 
dertaken 

(2) A payment to an employer by his pupil 

The excess of the market once of anv stocks orsh&res 



Principal — A sum of money invested, lent, 01 borrowed ( 
distinguished from the interest thereon) 

Revenue — The nett surplus of earnings after deducting i 
expenditure incurred m connection with the conduct of Trade 
operations 

Royalty — (1) The annual sum payable to the owner foi tl 
'•lght to extract minerals fiom his land 

(2^f The sum payable to the o\*nei of a patent for permissic 
a o make use of his invention 

Voucher — A document containing evidence of the paymei 
>f Cash or of the delivery of goods or property of any kind 

FORM OF ORDER BOOK FOR ORDERS ISSUED 


Telegrmis ‘ (lnshiluM 

Telephone No 12 U No 224 » 

ORDER 

From Wh>ei v k & Barn i s, 

Midland Works, Chestui field 

Date B)0J 


| To M 

(Address) 

Please deliver the following goods — 


Signed | 

I 

No^E —No Goods to be supplied without a wntten Order An Invoice to be j 
sent same day for all goods delivered ! 


Tissue duplicates of this form are mtei leaved m the Order Book, and an 

ti* nnntr nf Aivlar ia fa Iron im fliA r)imliAnt« fnrm hv limner A. Akthnli 



FORM OF DELIVER V ROOK 


Telegrams “Thistle Armlej 


1RONFOUNDRV DEPARTMENT 


Please teciue from 


Scott h Eoundiv, Armlo 

Leeds, 


V\ nsovs <fc Mai husons, Limited, 


*and forward to 


Cam age Paid by 


Maik 


I! 'lolls I c\\ts I 

<1 I 


To 

Received by 


Signed 



INVOICE 


Empress Foundry, 

Leeds, 21th June, 1901 


Messrs Allen bury, Bouohton & Co , 

Contractors, Northampton 

Bought oj The Imperial Foundry Co Ltd 




ll Weight 

1 Pine 

i 

s 

(1 



c 

q 

1 lb 





5 

No 1 Baths, 5 ft fan 









Japanned Sienna, with 



1 






overflow 




25/ ea 

b 

5 

(J 


Covers and Irons for ditto 





2 

0 

0 

0 

Desk Standards, No 211 

5 

3 

14 

8/ cwt 

2 j 

7 

0 

2 

Round Tables, fitted and 





1 




bronzed 




7/6 ea 

4 1 

10 

0 

l ) 

No 70 Kitchen Mantles 




9/* ea 

2 ! 

14 

0 

l 

24 x 30 Skylights 




6/ ta 


12 

0 

) 

10 x 10 Gully grates and 









Frames 


) 

7 

9/ cwt 

i 

i|. 


5 

i 

1 


* 

! 

l 




18 1 

13 

1 

1 

Per Mid Rly V| * 






— 


Carriage Paid Co ’s Risk / ,| 


ii 

' 








INVOICE 


r J he Adolph i t 

Lneipool, 2S(h Jun < , 1001 


Messrs Boiderwood & Sons, 

Manufacturing Confectionei s, 
\ork 


Bought of Geo Mannerim, k Co, 

I)r} salters 


Ten Casks Glucose — 


Gloss (lbs ) 

f Jare (lbs ) 

705 

46 

708 

46 

695 

46 

680 

45 

694 

46 

686 

45 

708 


691 

45 

694 

46 

690 

46 

6951 

Ltm Tan 456 

456 


6495 = 57 cwts 3 qrs 27 lbs ® 8/ cwt £23 3 11 
Kx ship charges, 4/1 1 ton 0 14 3 


£23 18 2 


DEFINITIONS AND FORMS 


INVOICE (BROKER’S) 

Mincing Lane, 

London, 21 si 

Messrs Eastman & Hall, 

Birmingham 

Bought of Rosencrant/ & Co 


VmftrmU Ca*h, 21 st April, 1901 

Sixty Bags Cocoa 
20 Bags , C’wts qrs lbs 
c \ “ Sinus ” J HO 2 0 

J 0 1 lb Taic 


DonQn.xotoi » « * W W twt 

40 Bags 68 1 27 

ex “ Vega ’ 1 14 Tate 

Mark j 67 0 23 (g 65/ per cwt 

Filipino J ~ ~ 

Loss discount, 2^% 
Add Brokerage, 1% 


Ex I'Lanation The 60 Bags Coe oa ai c bought by the Brokers (R & C 
r their eustomeis E <5L H , and are* charged to the latter at cost pr 
ns 1% for brokerage The names of the vessels from which the goc 
obtained aie stated, and the distinctive marks on the bags The gre 
sight of cocoa and bags is shown, less the Tare (or weight of bags alor 
ia mg the nett weight charged for The discount is allowable m the e^ e 
payment being made by 21st April, 1901 


Wellington Street, 

Bristol, 31st May , 1901 

Messrs Ray wood & Co Ltd , 

Birmingham 

» Bought of Pontiff Bros 


a. r 20 x 28 lbs Box© 
jCT Almonds net 

MAL 

sc ss “Antelope” per Mid Rly 


Cwt 

qrs 

lbs 

j Price 

k, 1 s | 

f> 

0 

0 

105/ 

26 1 5 [ 



INVOICE 


14, Golden Square, 

London, 8 E , 15 th June, 1901 

Briscoe, Newton & Co 

Invoice of 50 bags Sugar 

Shipped per steamer “ Bittern ” to Hull 

By order and for account of Joseph Aihms & Sons, Leeds 


Contract of 16 th Aiay, 1901, No J 780 
50 Bags 

Weighing nett cwts 97 2 4 

(a) 15/ per owt , f o b £71^0 
* Less 2 @5% 12 2 

£72 10 If 

Add Insurance, £80 (a 2/(5 % 2 ( 

£72 12 1< 


•NOTE — The terms are nett cash in two months or an allowance of mteiest 
pre payment at the rate of 5"/ per annum The 12s 2d r< pri sents two months mtc 
it per annum 


DEBIT NOTE 


Date 3rd Jan , 1901 

From Benham & Bitlj-r, 

17, Mai 11 km ough Stieet, Leicestc i 


Please note that we have forwarded this day, pti 

Mid Rly , 2 Empty Cases, (a> 51- 10 0 


Messrs Maitland, Sons & Co , 

14, Westbourne Grove, London, W 


When Goods (oi Empties) aie returned a Ik hit Note or “Advice” 
a fad should Ite scut hv nosl same dav liv the nerson fotinninf? tl 



CREDIT KOTK 


Messrs Bemmm & BiTLm, 

Leicester 


14, We stbouine Grove, 

London, W , 4th Jan , 1901 


Credited by Maitjanp, Sons <fe Co 


2 Ceases returned 


I ** 


5 / 


10 


Upon leceipt ot the (loads it tinned (or Empties) a Cndit Note is se 
tilt person who has returned them 


LEDGER ACCOUNT 


It) Hi mum A. JJiiilr, 17 M irlbormikh Road, I c Hester Ct 


9 01 


1 

t 

s 

(1 

19 01 

i 

1' 4 

s 

c 

l 1 

To (mods 

47 

50 

18 

• 10 

fan 

4 

By bmpties 1 


10 

1 i 

i 1 

n 

1 19 

! 17 

13 

1 9 


9 

,, Returns (4th) 1 
, Kmpties i 

17 

13 

| i 

9 


r )l 

! 2S 

14 

! 11 


22 


7 

< 

12 


s4 

, i5 

11) 



2 r > 

,, (ash on a/e 

100 

0 

( 

\ 10 


57 

1 18 

12 

i 9 


2S 

,, Empties i 


1 

1 < 

1 IS 


00 

1» 

i 19 

1 > 


30 

,, Refills (loth) 

5 

14 


, 

105 IS 

7 


- 

— 

heh 

12 

,, Cash 

01 

3 

( 

21 


02 

1 24 

10 

> 


12 

,, Disc uunl, 3f 

<» 

7 

i 

1 -» 


09 


IS 

1 7 



191 is 7 

— 



i m 


7i 

IS 

10 

s 

, 

14 

,, fnipties 


10 

t 

1 ii 


74 


9 

4 


IS 



4 

3 

i j 


70 

1 14 

1 18 

2 


20 

,, Returns (fan | 

! i 



1 4 ' 


79 

1 is 

1 19 

1 "» 



28th) 

! 14 1 

11 

0 

7 


S2 

| 29 

1 ? 

1 

M u 

14 

,, Cash | 

210 

n 1 

9 

9 


84 

82 

1 11 

1 « 


14 

, Discount Ji i 

s 

4 

3 

1 12 


1 88 

! 19 

15 

i 4 

| 


2 A 9 j 

— 

~ 

— 

, 19 

”234 9 

, 94 

>i 

‘20 i 

12 

1 8 


, 










[ 1 






21 | 

»i •> 

lioi 7 

! 13 

12 

11 

1 

I 

1 


1 


21 

tJ 

! 19 

10 

o 

| 1 


1 ll 


1 


i 27 , 


Il02 1 

I 7 

14 

2 i 1 



' 


i 


1*1 

” 

102 i 

12 1 

9 

8 | 

f 

! 

1 i! 


1 



n this example goods sold up to the 20th of each month are to be pan 
n the following month less discount When the two sides {lift'd 



Counterfoil 


0 


BOOK KEEPING AND ACCOUNTS 



' , " ,0 “ e,s a,c to a ( cept onh th.s Anthony,! Form of Rece.pt 

I o othet w III he recognised e,pc 



DEFINITIONS AND FORMS 


STATEMENT 


Folio 27 14, YVestbourne Grove, 

London, W , 3b/ Jan , 1901. 

Messrs Benham & Butler, 

17, Marlborough Road, Leicester 

Dr to Maitland, Sons & Co 


901 


A 

s 

<1 

1 A 

8 

(1 

1 

To Goods 




fib 

18 

1( 

4 

i) ?> 




17 

13 

! 

9 

>> >> 




28 

14 

11 

12 

11 n 




35 

19 

t 

16 

11 ) i 




38 

12 

r 

18 

ii ii 




15 

19 

* 






1 

193 

F 

7 


Credits 







4 

By Empties 


10 

0 




9 

„ Returns 

17 

13 

9 




22 

,, Empties 


7 

6 




28 

1 

ii ii 

1 

3 

0 




30 

„ Returns 

! 5 

14 

3 

24 

8 

6 


Cash on A/c ' 



169 

10 1 

1 

25 




100 

0| 

0 

i 

1 i 





69 

10 1 

1 




1 




[*hi& Statement is prepared from the Ledger up to the 20th of th 
th (for Goods sold), ami showing all credits u£ to 31st of the month. 




Section A -THE THEORY 


CHAPTER II 

Definitions- Meaning of Accounts -Example of 
Cash Account and Personal Account 

All business consists of exchanging one kind of proper 
J or another, including all articles which possess any exchanj. 
ible value 

A Transaction is the name given to any such act 
exchange 

An Account is a recoid of one or more transactions, stated 
uch a manner as to exhibit the tiue effect of the transaction 

Book-keeping is the art of arranging accounts m sue 
■ manner as to show the true result of all similar transaction 
nd also to show the true lesult to the tiader of all h 
ramactityis, whatever their nature may be 

Asset is the term used to denote property belonging to tli 
raider, and employed in connection with commercial transaction 
nd includes Land, Buildings, Machinery, Furniture, Material 
roods, Ships, Horses, Carts, Money m hand, Money owing to tlr 
*ader by any person, Investments in Shares or Stocks, Paten 
ghts, <fcc , <fcc 

Liability is the term used to denote any sum which i 
iving by the trader to another person 

Capital is the amount by which the total assets exceec 
le total liabilities 

Deficiency is the amount by which the total liabilities 
ceed the total assets 

Profit is the amount by which a trader’s capital is increaeec 

the result of a transaction or senes of transactions 



Low is the amount bj which a tiader’s capital is den eon 
.is the result of a transaction or series ot transactions with oth 
pei sons during a grven period 

We will now take a few transactions, and see how the 
should be arranged in the form of an Account The followir 
transactions consist of the receipt and payment of cash, ar 
the trader wishes to keep a record of the changes that tal 
pla8e in the “ cash ” portion of his assets 


1901 



t 

H 

d 

Jan 1 

Tin 

i trader reams rash for goods sold 

15 

0 

0 

i, * 

Ho 

pays Wm Arnold for goods bought 

b 

0 

0 

, 4 

He 

pays for stamps 


10 

0 


He 

leceius cash for goods sold 

14 

0 

0 

, ”) 

He 

pajs wages 

i 

0 

0 

,, 5 

He 

pajs mto his hank 

JO 

0 

0 


CAMI ACCOUNT 

J901 Receipt* £ * d > 1901 Payment* £ * d 

Jan 1 Goods sold 15 0 0 .Ian 3 Wm Arnold 

r > ,, ,, 14 0 0 goods 0 0 ( 

4 Stamps 10 ( 

5 Wages 7 0 ( 

,, Hank 10 0 < 

‘23 10 < 

r > Cash in hand 5 10 ( 

£29 0 0 1 £29 0 C 

The abo\e Cash Account shows the trader that he lias 
eceived £29 and paid £23 10s Therefore the difference 
etween these two sums, vi/ , i>5 10s, must be the amount of 
uiney he has in hand on the 5th January, assuming that he has 
icorded all his cash transactions This difference is first added 
) the smaller or “ payments ” side of the account m order to 
rave that the two sides of the account are now equal , the totals 
e inserted, and the “difference” or cash in hand will be entered 
fain on the iVceipts side of the new Cash Account, signifying 
mt the cash has received, and is responsible for, this amount 
5 10s, until fuithcr transactions take place (Seep. 14.) 

In using a pair of scales for weigmng purposes, the two sides 
0 said to “ balance ” when equal weights are platod on each side 



cash m hand, £5 10s , the two sides are said to " balance ” ea 
other, and the amount, £b 10s , may he described as the amou 
inquired to balance the account, or, shorter, the “ balance ” 
recount 




CASH ACCOUNT 



1901 
Jan 1 

5 

Receipt <* 
Goods sold 

>> >» 

£ v d 
15 0 0 
14 0 0 

1001 
Jan 3 

4 

r > 

Payment v 
Wm Arnold 
goods 

Stamps 

Wages 

Bank 

£ * 

6 V) 
10 

7 0 
10 0 




5 

Balance earned 
down 

2.1 10 

5 10 



29 0 0 



i 29 0 


,, 5 Balance brought 

down i, r > 10 0 


In the last example the account employed showed to th 
trader the changes in one poition of his assets, \iz, cash Ii 
he following example we shall see the effect of a few transactions 
letween the trader and anothei person (Wm Arnold), upon th< 
elative positions of the trader and Win Arnold 


1901 £ « d 

an 1 The trader bujs goods from Wm Arnold, but docs not 

pay for them 20 0 f 

,, 3 He pays cash to Wm Arnold (> 0 ( 

„ 10 He pays cash to Wm Arnold 10 0 ( 

„ 12 Wm Arnold buys goods from the tradu, hut does not 

pay for them 15 0 fl 

„ 14 Wm Arnold pays cash to the trader 14 0 (I 


It will be observed that the above transac tie ns may be divided 
tto two kinds — 

(1) In which the trader receives property from Wm. Arnold. 

(2) In which Wm Arnold receives property from the trader, 
(It may be that in these examples, viewed separately, the act 

' exchange does not seem to be accomplished — e.g , on January 1st 
e trader receives goods, but does not deliver anything m return 
4n realitv. he incurs liability to carry out his part of the trans* 



WM ARNOLD’S ACCOUNT WITH THE TRADER 




£ 

f 

d 


£ 

« 

3 

Cash 

6 

0 

0 

Jan 1 Goods 

20 

0 

10 

♦> 

10 

0 

0 

14 Cash 

14 

0 

12 

floods 

l r ) 

0 

0 






31 

0 

0 




14 

Balance carried 








down 

3 

0 

0 






£34 

0 

0 


34 

0 


14 Itolanre brought 

down £3 0 


In the above account, as in example 1, the items of propet 
eceived by II m Arnold are shewn on the left-hand side, and tl 
ems received from hr m on the right-hand side The differem 
etween the two, £3, shews that the trader has received fro 
Vm Arnold goods and cash to the amount of £3 more tha 
Urn Arnold has received from him The relative positions i 
le two parties now is that the trader is indebted to Wm Arnol 
> the extent of £3 


The exercises should he worked out on ruled paper, following 
asely the style of the examples given, and with due regard h 
atness 



r\ERCW, I 


Propale a Cash A( c ount, sIiom irur the balance at list Januai), fit 
« following par ticulats of Joseph Bat low s tiansac tions 

1901 C s (I 

Jan 3 Reotmd cash tor good 4 Hb 17 9 

„ 7 Paid 7Vm \ it(s J U 17 h 

,, 8 Rerenod iyoni Tlios Wat on 117 17 I 

,, 14 Sold goods for c ish 120 0 0 

„ 10 Paid to bank 200 0 0 

„ J9 Paid Bcnjm Booth & Sons 1 13 2 

„ 23 Paid tent TO 0 0 

,, ‘24 Reeened from Clns I) win J ( ) 11 8 

,,27 Paid Shaw & Co Ltd IT JO 0 

,, 29 Sold goods for cash hi 10 0 

„ 31 Paid wages ’> 0 0 


EXERCISE 2 

Piepare Chas Fields account with Fudk Hall fiom the fol 
nsactions, showing balance, if am, due to, or b\, ( 'has Fit Id - 

1901 t s A 

Jan 2 Hall sells goods to Fit Id (not paid for) l r > H 0 

„ 3 Field pays cash 10 0 0 

„ 7 Hall sehs gotxis to Field (not pud foi ) 27 lb 3 

,, 7 Field sells goods to Hall (not paid for) 17 17 5 

,, 1J Field pays cash 1.7 10 0 

„ 14 Hall buys goods from Field (not paid foi) 30 14 8 

„ 15 Hall pays cash 30 0 0 

,, 18 Field buys goods from Hall (not paid for) 28 8 2 

,,28 Hall receives cash from Field 22 0 0 

,, 23 Hall sells goods to Field (not paid foi) 10 13 10 

„ 31 Field paj s cash 7 0 0 



CHAPTER IJT 

Effmt of a Trvvsactiov— K vniAVOhABLE Value — 

* 

RkIVIPJ L OF Bourn e Emky 

Tt is important tli.it the student should fiom the boginni] 
>t his w 01 k he guided hv an appreciation of the fad upon win 
tlx 1 only j)ini( iple ot good book-keeping is based, and that 
Jiould not lie content to follow nieie foims and rules as a matt 
>t i out me It is onl) bv adopting the tonnei course that he c< 
)hu e hunselt m a position to deal intelligently with all trar 
ictions which ina> oecui Therefore the principle or theory 
Double Entry will be explained at this stage 

In the preceding chapter a transaction is defined as beir 
‘any act ot exchange of value,” we must now examine th 
lehrution and obtain a tuller idea of its meaning Exchangeab 
alue in this connection must be understood to include - - 

Class 1 - Articles or pi opei ty of an actual tangible natur 
uch as Land, Buildings, Machinery, Raw Materials, Manufacture 
roods, Ships, Shares or Stocks, Hoises, Cash, <fcc, etc 

(dass 2 - The value of the uw of any aiticle or property fc 
limited period Example-. - A trader becomes tenant c 
factoiy at an annual rent of £200 In tins case the “rent” ] 
re term used to expiess the value of the use ot the propert) 
trader borrows £500 from a banker at 5% per annum interest 
n this case the “interest ” is tiie teirn used to expiess the valu 
the use of the nione) 

Class 3 labour oi sei vices rendered by one person t< 
rother Examples — A manufacturer employs a workman a 
eekly wages m this case the “wages” is the term used t< 
.press the value of the use of the workman's time, skill, anc 
tergy A manufacturer m Leeds employs an agent in London tc 
11 his manufactured products, and pays the agent a remunera 
>n, called a “ commission ” In this case the “ commission ” « 
e term used to express the value of the services rendered bj 
e agent. 



Tin following <iio examples of transactions involving 
changes of value belonging to each of these classes — 

A John Green sells goods, €50, for ( ash 

This is an exchange of one article of an victual tangible nature (Clas 
for another article of i tangible uiture (Glass 1) Effect J <t s ca*J 
meieaserl £50 and Ins qood s ire ckc leased £5 0 

/f John Green pi\s £20 for rent of van house 

This is an exchange of an aiticle (Class 1), cash foi \aliu (Class 
t*20, vi7 , use of warehouse Eftcc t J G receives ust ot w ir< house \a 
lesenbed as “ rent ’ and his r ish is decreased £20 

C John Green pa>s Ins workman s w igcs, i*> 

This is an exchange of an ai tic le ((Mass ] ), \ i/ , cash, foi \aluc (( I iss 
1 / , use of workmans time labour, At Effect J G rtetnes ust 
workman’s timi and labour, value descubtd is w iges, £5, and Ins < ish 
[« < reased 15 

D John Green ltnds a room in his wait house for \ wtek, and rut n 
*1 10s for the loan 

This is an exchange of \alut (Class 2) \i/ list of mom, tor m uti< 
31ass 1), viz tash Kflfct t J G s casli is increased £1 10s , and lit pu 
nth the use of his loom, value (called rent) £1 10s 

E John Green borrows i horse mdeaitfoi a week from Geo Bush 
nd in return he obtains a customer who will bu> certain goods from Ge 
ushe This is an exchange of \alue (Class 3), vi7 , sonic os tender t<l 1 
reen for value (Class 2), viz , use of horse and cart Effect J G recnv 
le use of horse and cart, \alue (called horse lure) £1, and he parts wii 

10 benefit of the services, value (called commission) 11 

F John Green buys goods from Chas Ward, £10, and does not paj ft 
lem This is a transaction in which the completion of the exchange 
istponed Effect J G *s goods aie increased £10, and ('has Ward allov 
e payment to be deferred Ward “ trusts ” Gieen, ‘ believes ’ that 1 
ill pay tor the goods, and is therefore willing to remain his ‘ creditor 
redere to believe) until the equivalent value is paid by Green Cor 
rsely, as long as Green owes the money, Green is “ indebtod ’ to, or i 
lebtor” to, Ward (debere to owe) 

G John Green sells goods to Thos Hardy, £25, and Hardy does nc 
y for them 

This is a transaction in which the completion of the exchange i 
stponed Effect Green’s goods are decreased £25, and he allows th 
pment to be deferred , he “ trusts ” Hardy, who becomes “debtor” t 
een until the equivalent cash is paid to Green Conversely, as long a 
rdy owes the money, Green remains his “creditor ” 

By careful examination of the above transactions the stucfejg 1 

11 observe that in every instance two remit* follow, or^fpl 



, By C t D y Ey it is c loin tha t va l W is m *> n eri ami valv r is part 
ith to equal amounts Tn the examples F and G we still fli 
vo results— 

F — Green receives value and Waul becomes his creditor 

G — Hardy becomes his debtor and Green parts with value 

We therefore find that all the transactions have the folLwu 
sul*s 

Value is received by (born 1 f \ due is patttd with by Green 
oj J and I or 

person l>ecoines debtoi to Or ecu J ( A person becomes (Ji editoi of ( l k < 

Let us airange the lesults of the foregoing transaction 
llecting the records into the form of accounts 

Tt is ( lear that ea< h transaction adeems the trader Joli 
c*en, theiefoie we will hist deal with 


JOHN GREENS ACCOUNT 


Value ret find 

t 

V 

d 


Value patted with 

£ 

n < 

Cash (from goods) 

50 

0 

0 

A 

Goods (to cash) 

r >0 

0 

Rent (from c ash ) 

20 

0 

0 

B 

Cadi (to rent) 

20 

0 

Wages (from cash) 

") 

0 

0 

C 

Cash (to wages) 

5 

0 

Cash (fiom rent) 

l 

10 

0 

D 

Rent (to cash) 

1 

10 

Hoise lure *. 

1 

0 

0 

E 

Commission 

1 

0 

Goods from Ward 

10 

0 

0 1 

\ E 



— 





! G 

i 

Goods to Hanty 

25 

0 


£X7 

10 

0 


.1*1 02_ 

10 

CHAS 

WARDS ACCOUNT 



Value recened 

€ 

V 

d 


Value parted with 

£ 

* a 



_ 


(roods 

10 

0 






(Ward is creditor 

) 



THQS HARDY’S ACCOUNT 


Value tecened £ ? ,] 

Goods v 25 0 0 

(Hardy is debtoi ) 


Value parted with, £ 8 d 


The total money value represented Dy the seven transactions 
ltl2 10s. Od , and we see that this sum has been stated in 

IM I’KfUu atVMiinfa r\Y> flint voluo tn fKo Avlitnf aI 



We have now recorded John Greens transactions accoidi 
to the double entry principle, which is nothing else than t 
recognition of the fact that each transaction has a two-fold effs 

John Green’s account informs us that he lias leceived val 
to the amount of £15 lc*-s than he lias paited with Th 
information, though perfectly correct, is not of itself sufhcieri 
An inspection of the account will quickly show that the Val 1 
leceived is made up partly by real tangible piopeity, such as ca< 
and goods, but that no tangible assets exist to represent tl 
other values, rent, 'wages, and horse-hue The values park 
with, aie also seen to consist par tly of at tual propei t) , goods, an 
eash, but that no tangible propei ty lias been patted with i 
representing rent or commission It is necessary, therefore, tin 
bins account shall be divided up, not only to distinguish betwec* 
Jie vanous kinds of piopeity leceived or paited with, but als 
,o show the items for which no actual property has been receive 
>1 parted with We shall call tire latter “ nominal value* ” 


JOHN GREEN’S CASH ACCOUNT 


Value leceived £ s d 
it exchange tor goods r >0 0 0 

,, ,, lent 1 10 0 

£51 10 0 


Value paited uttli ^ ^ 

fu exr lnuige for lent ‘20 0 

,, ,, wages 5 0 

125 0 


JOHN GREENS GOODS ACCOUNT 

Value received £ << d \ Value juried unth ^ s ^ 

loin Ward 10 0 0 | In exchange for cash 50 0 < 

| To Hardy 25 0 ( 

£75 0 ( 


JOHN GREEN’S ACCOUNT OF NOMINAL VALUES 
RECEIVED AND PARTED WITH 

Value received £ s d Value parted with £ 8 d 

>nt 20 0 0 Rent 1 10 0 

a gea 5 0 0 Commission 10 0 

irse-hire 10 0 


m in ‘is 



The first two accounts represent transactions of the differ c 
portions of the property which John Green is employing in 1 
rusiness The thud account lepresents the transactions m whn 
>nly a nominal (not an actual) value is received or parted wi 
>y John Green 

The accounts of actual property, such as cash and goods, a 
eat accounts 

lV accounts of values which art* represented by no tangib 
sset, such un rent, wages, tie , are nominal accounts 

The ac co nits of transar turns with persons are persorn 
cr onn/s 

Lot us now go back a little and suppose that John Giee 
Dmmenced his business with a stock of goods value £40 T 
ider to grasp the position we must look upon John Green 
usmess as an affair quite apart Jrom John Gr een himself Johi 
reen might carry on a business in Leeds, and he might b 
partner in two or three other distinct businesses in Biimingharn 
ondon, <fcc In the latter case it is easy to think of him a 
person apart from the Birmingham or London firm, so we mus 
nnk of him as a person distinct from the business which belong 
> him, even though it may be the only business m which he r 
terested 

When Green commences this business the first thing thal 
ippens is this —Tie entrusts to it Ins stock of goods, £40 The 
ismess does not pay him for these goods The business has nc 
sli or property of any kind at the moment of its commencement, 
ve the stock, £40, which it receives What happened m the 
se of the transaction with Ohas Ward happens here John 
een “trusts” his business with the stock, he becomes the 
i editor” of the business, and the “goods” portion of the 
smess becomes indebted to him, or “debtor” for the value of 
ck received, £40 When the Goods Account parts with some 
its goods, and another portion of the business receives the 
ue thereof, such as Cash Account, £ r )0, of course the Goods 
count is no longer indebted for that sum, and the entry now 
de m the Goods Account is a creditor entry, goods becoming 
i*editoi ” of another portion of the piopcity, viz , Cash 
* aunt Conversely Cash Account , leceiving value from the 
via Amount im indchtcd or* dfihtm to that account for such 



Also when the Cash Account parts with value, the equivale 
>eing received by the business in a nominal shape, such as re 
r wages, the Nominal Account is indebted to the Cash Accou 
jr debtor) for such \alue, and the Cash Account must 1 
redited, and become* ci editor foi the amount which it pays 

When the Cash Account receives \alue, the equivalent ben 
nominal value (eg, rent), given out by the business, then tl 
ash Account is indebted (debtor) to the Nominal Account f< 
ich value, and the Nominal Account having parted with vah 
lust be ci edited, and becomes creditor 

We have already seen that each transaction has a two-fol 
Feet, we may now put this in the foim of a statement of tli 
rmciple of Double Entry -- 

In each transaction an an aunt ( personal , ) eat, or nominal) < 
btor to an account ( personal , real, or nominal), whith the) eh 
wnm creditor, j or equal amounts 

The following is a statement of the tiansactions of Join 
een, showing which accounts are affected in each case — 

j!oods Account debtor, £40 f l o Jomi Grt,en— creditor, £40 

Stock at commencement 

}ash Account— debtor, £50 To Goods Ac count— creditor, £50 

Goods sold for cash 

Nominal Account debtor, £20 To Cash Account —creditor, £20 
Cash payment for rent 

fonnnal Account- -debtor, £5 To Cash Account— creditor, £5 
Workman’s wages paid 

ash Account— debtor , £1 10s To Nomiual Account— creditor, 

Cash received for rent £1 10a 

oimnal Account— debtor, £1 To Nominal Account— £1. 

Hoise lure exchanged for commission 

oods Account- debtor, £10 To Chaa Ward, £10 
Goods bought on credit 

lomas Hardy **~debtor, £25 To Goods Account* £25, 

Goods sold on credit 



Write out i statement of th( following transactions, showing whu 
roimts aie debtor uni creditor rt^pf < tm ly, is on page 2‘2 - 


HBRCIKK i 

rioi i s d 

F< b J (JliciN Hill (onumnus business with (ash 100 0 0 
, 4 He buys goods toi < ash 41 lb 8 

, 7 H( sdls goods to A Sluw k Co 17 14 2 

, 8 Ho buys goods f i oni Thos Thorncr 2b 17 11 

,, 11 H( menus < ash from A Shaw & (Jo 10 0 0 

,, lb He sells goods for cash 11 lb 11 

,,‘22 He buys goods foi ( ash ‘20 0 0 

,, *2d He pays (ash to Tims Tlioi net ‘27 0 0 

,, *2b He bu^s goods from Simpson Bios 17 H 2 

,,‘28 He pa> s cash for wages 7 0 0 

,, 28 He pays (ash for rent 7 10 0 

,,28 Ho pa) s cash to B Craig for selling goods 2 0 0 


KKKRCM 4 

1%1 i i d 

Mai 1 Henry Bourne commences business with a 

stock of goods 50 0 0 

and cash 20 0 0 

,, 2 He soils goods to &te\ enson & Son 10 14 0 

„ 5 He buys goods from Fletchu & Co 17 10 6 

„ 7 He sells goods for cash 4 10 2 

„ 0 He pays cash to Fletcher & Co 17 10 b 

„ 11 He receives cash from Stevenson & Son 7 0 0 

,,12 He lends to Jonas Sedgwick cash 2 0 0 

,, 14 He buys goods for cash 4 10 0 

,, lb He pays cash- wages 2 14 6 

„ 10 He buys goods from Stevenson k Son 4 11 3 

,, 22 Ho sells goods tor (ash b 10 8 

„ 27 Jonas Sedgwick repays cash 2 0 0 

,, 20 pays cash foi rent 5 0 0 



CHAPTER TV 


Application op Principle op Doum Enirv- 
Original Entrus Thi< Journal 

Having obtained fiom a study of the two preceding clupt 
Borne insight into the meaning and effect ot business tunsactio 
the student now proceeds to make acquaintance with the boi 
m which transactions are to he recorded 

The term “ Double Entry ” Book-keeping is rather a nns](‘adi 
me, but having attained such wide recognition and adoption, 
must be of necessity retained m default of a better one Tt 
misleading m the sense that it conveys a unmtj idea, an idea 
t double entering, or a duplication ot work Jn former tim 
uid m the instructions given by old text-books, this doul 
entering was common enough, but it has now been superseded 
he improvements which have taken place in book-keeping 
aodern tunes But though the oldei and more cumbrous metho 
if Double Entiy have been abandoned, the pi maple reman 
md must be adopted in all book keeping which can claim to 
omplete The student must remember that as businesses cliff 
rom each other so vastly both in then general deseriptic 
liaracter, and requirements, and m their number ot transaction 
/ is impossible to provide a system or set of books which will 1 
most suitable to every kind of business, and which wi 
icactly meet all the needs of all commercial undertakings 
fstem of books used in a newspaper office would to a very lar$ 
ctent be quite unsuited to an ironfounder, and a machine-makt 
ould require a system very different from that of a corn facto 
Whilst this is true, all good book-keeping must have the doubl 
itry principle as it* foundation, and for that reason in ever 
ismess, of whatever character or si/e, one book is essential, th 
edger This is the book which contains all the accounts, showm 
e debtor and creditoi results of every transaction If it i 
►ssible in a, business to reduce the number of book* to one, tha 



mn fcms tie done, iiowewr Tfc must be understood that we a 
iealing at present with the ordinal y general run of business* 
md not with sj e-ual cases 

Tt is of th< greatest miportanc* that a record should be ma 
>f each transaction immediately it occurs Obviously, if t 
naking of the record is postponed the chances of erroi are co 
, idot ably increased 

Tt# book in which this first iccoul is made is teclimcal 
lescribed as a “ Book o t Original Entry ” Erom this book tl 
ccounts aie properly entered in the Ledger, it being as a gener 
ulo inconvenient to make the original entry directly in tl 
jedger itself 

The old merchants and traders used to make an entry of a 
heir dealings, ot all kinds, at the time when the transaction toe 
lace, in a book, winch then became a chionologioal history of a 
hen business doings Tt was a rough sort of book, kept lyir 
t hand ready for the jotting clown of the dealings as the 
courted, and so acquired the name of “Waste Book” It he 
ow almost entuoly dropped out of use, and we shall not requn 
s assistance Tt very frequently happens that transactions < 
lfleient kinds are taking place at the same moment, such i 
uymg and selling goods, leceivmg and paying cash, <fec , etc , an 
us renders it necessary to divide the Book of Original Entr 
ito two or more separate books, each containing the origin* 
itries of distinct kinds of transac turns, buying, selling, <Src , tfc* 
ut at this early stage we will assume that all the origin* 
ltnes can be made conveniently in one book, and the technic* 
ime of it is the Journal (diurnalia daily recoi ds) 

TRANSACTION 

1901 £ * d 

Apnl3 Joseph Shaw buys goods from Wm Thompson 10 0 0 

As w 7 e have seen ori page 19, this means that m Shaw’ 
counts the Goods account debtor to Win Thompson, creditor 
r <£10 for goods bought of him 

The original entry to be made of this transaction is simplj 
e above statement, written in the Journal in the following 
pm — - 

1901, 1 * d £ v d 

April Goods Account />/ 10 0 0 

To Wm Thompson* 10 0 0 

for roods boiurht oi him 



Before making a Journal entry the student should think o 
the meaning of the transaction, asking himself “who,” “whu 
person ” or ‘‘which account,” has received any value, to find tl 
debtor, and “ which person ” or “ which account ” has pm ted wi 
any value, to find the creditor 

The following are simple examples of Journal entries — 
JOLRKAL 


I fiRl OR ( R 

Folio Amounts Amounts 



Entrv . 

L 


(1 k, 

— s 

<1 

1901 

I 


1 S 




4pl 

1 3 

Goods A ( count Dr 

10 

1 o 

0 





To Wm Thompson 

1 

1 

10 

0 

0 



1 For Goods bought of him 

1 



1 



4 

Robert Elgie & Co D) ' 

I 

25 

14 

0 





To Goods Account j 



25 

14 

0 



For Goods sold to them j 






’ 

5 

Wm Thompson D> ^ 

6 

10 

0 





To Cash Account 



5 

10 

0 


1 

For Cash paid to him 





1 


6 

Cash Account Di 

1) 

0 

0 

1 

! 



To Robert Elgie & Co I 


1 


0 

0 



For cash paid by them 

I 


15 | 

i 





1 56 | 

4 

0 56 1 

4 1 

9 



! 

1 






It will be observed that the Journal entry is not a men 
emorandum of the transactions, but it is a statement of thi 
w-fold effect, showing clearly which account is debtor and whicl] 
count is creditoi 


The Journal contains a column for the date (month and day), 
solum n for the entry, a column for the Ledger page or roue 
n taming the account into which each item is to be gathered 
“ posted ” (this will be explained later), a money column for 
& debtbr amount, a money column for the creditor 
te operation of making an entry in the JoujrnJl 
ourxudi^ing.” The points to be noticed in eg&SmmwS^ 



The account which is to be debtor is to be stated first , follow* 
by the abbreviation “ Dr ” at the end of the line 

The account which is to be creditor is to be stated immediate 
afterwards, prefixed by the word “ To ” 

Then follows the explanation of the entry, with full detai 
if necessary This explanation should show what the enti 
means, without necessity for refeienco to any other source < 
information The term used to denote this explanation 
‘ narration ” 

Rule a line across the cntiy column, so as to distinct] 
»eparate the entries from each other 

Add up each money column at the foot of the page , the D 
Liid Or totals should agiee 

The Journal entries of the following transactions of Davi 
S T ewman ate shown on page 28 — 


1901 £ i d. 

Match l David Newman commenced business with cash 500 0 0 

,, 4 Bought 50 tons iron at £6 from Sharp k Sharp 300 0 0 

,, 5 Sold 10 tons (fet if) 10s for cash 65 0 0 

,, 8 Sold to Richards & Co 30 tons (a, £b II s 196 10 0 

,, 11 Paid Sharp <fe Sharp cash 300 0 0 

,, 13 Bought for cash 10 tons @ £5 18s 59 0 0 

,, 18 Sold Waring <fc Son 20 tons @ £6 6s 126 0 0 

,, 28 David Newman withdrew fiom business, cash 20 0 0 

, , 30 Paid for rent, cash 10 0 0 

,, 30 Paid for wages 5 0 0 


£1,581 10 0 


Notk — The transaction on March 28th means that Da\id Newmai 
ceives cash from the business’s cash, and its effect is the reverse of tht 
ansaction on March 1st David Newman receives , and is debtor £20 
ish Account pays, and is creditor £20 

On March 30th there are two payments of cash for rent and wages 
the .previous chapter those items were placed together m one Nominal 
xxmut ; instead of doing so, m practice a separate Nominal Account is 
eisedf for each (.lass of expenditure representing no actual tangible (or 
tl) Value, and headed “Kent Account,” “Wages Account,” or what 
s# the nature of the item may be 

fo this ease, there are two or more items debtor to thp name 



d\.»ui\ aciminu am/ nv.v^v;uiiio 


I 19 01 

I Mar 1 Cash Account Dr 

To T)a> id Newman 

For Cash brought into Business 
by him at comment cment 


L s | <1 A. s 

Dr 1 >00, 01 0| 

i 1 f m o 


i 4 Goods Account Dr 2 300 0 0 [ 

To Sharp & Sharp (> ! ,100 0 I 

j ) For 50 tons lion (a £6, bought of 1 

thorn , | ' 

I 1 I 1 

1 5 (’’ash Actount D> 1 b~r 0 0 

To Goods At count 2 I 6 r > 0 

I | For 10 tons Iron Ca £b 10s , sold I 

for Cash 


8 Richards & ( o Dr 

| To Goods Act ou lit 
' For 30 tons Iron (a th I Is st>ld 
to them 


Dr 7 1% 10 1 0’ 


11 Sharp & Shell p Dr b 300 0 0 

To Cash Account 1 1 300 0 t 

For Cash paid to them 

13 1 Goods Account Dr 2 r >9 0j 0 

To Cash Account 1 I J 59 0 (I 

] For 10 tons lion fit i p » 18s j 


bought for Cash 


13 Waring & Son Dr 

To (roods Act ount 

For 20 tons Iron (a £b bs , sold! 
i to them 


Dr 8 II 12b, 0 0 


28 David Newman 
To Cash Account 
For Cash paid to him 

30 Rent Account 
Wages Account 
To Cash Account 
For Cash paid 


Dr 3 20 | 0 1 0 


I 20i 0! 0 


Dr 3 10 0 0 
„ 4 3 0 0 

1 I 15 0 01 


'1381 10 0 1581 10 



EXERCLSK 5 


Journalise the following tr ansae turns of Rolxit Oibsort 


1901 


l 

v 

d 

March I 

Robert Cibson (omrmmts busrm ss with goods 

151 

19 

o > 


and cash 

<72 

14 

8, 

.» « r > 

Bought goods for (ash 

38 

10 

0 

„ 8 

Sold goods to tilt Ntons I td 

99 

15 

3 

„ 12 

Sold goods lot cash 

l r > 

H 

2 

„ H 

Lent Cooigc Bndsall 

5 

0 

0 

,, 10 

Bought station* ry (tor oftia) for < isb 

2 

10 

0 

, 18 

Sold goods to Alfred Owen <!!: Sorts 

10 

11 

0 

, 20 

Bought goods from Phillips & Co 

49 

10 

8 

O) 

,, *— 

Bought goods fioni tin Stores, Ltd 

3 

10 

a 

22 

Bought goods for cash 

4 

0 

0 

" 2) 

Sold goods to Watson & James 

59 

10 

10 

„ 2"> 

Sold goods for cash 

3 

15 

0 

„ 28 

Paid cash for id vu Using 

2 

0 

0 

„ 29 

Received from (ho Binisd.ll, goods 

4 

10 

0 

m 29 

,, „ (ash 


10 

0 

„ 30 

Paid uni, 15, and wages, £0 

11 

0 

0 


KXKRCISK 6 

•Tounulisc tk following tiansat turns of Btnjimin ffoldsworth, ma 
neussar) < ah illations, tnd stit< the money v.iltus m each case — 

1901 1 * d 

Mai ch J Benjamin Holdswoith commenced business 
with 1,200 yards cloth, value 3/ per yard, 


and cash, £25 

,, 6 Sold 100 yds cloth (w 3/b pet yd for cash 

„ 9 Sold Williamson & Co 250 yds doth (a> ,1/4 

,, 12 Paid for trade expenses 5 0 0 

„ 15 Received from Williamson & Co , cash 20 0 0 

,, 18 Sold J Innes & Co 400 yds cloth (a) 3/3 

,, 23 Benjamin Holds worth withdraws cash 10 0 0 

„ 25 Bought of the Manufat turing Co Ltd 60 yds 

@2/9 

„ 27 Paid'for lent 3 10 0 

„ 29 Received from J Innes & Co , cash 65 0 0 


'¥) Hunignnn Untlsiu;n>'ili tnlrAe mil nf tnaniAua 



1, a L 1 r* J 


( 


^ j » V'. u\( V-, < *■ < 


CHAPTER Y 

Classification of Entries — The Ledger 

We have now in our Journal the original tecoids of trai 
actions stated m the order in winch the transactions occurre 
The next step is to collect those records into Auount •? whn 
shall show the true effect of the transactions, or, m othei wore 
to classify the records of the transactions The Ledger is tl 
book in which the “collecting” or “classifying” is done* 

The Ledger is ruled, for ordinary use, as follows 
FORM OF LKDOER 



This page is divided peipendic. ulaily into two equal division' 
called respectively the debit (or debtor) side*, on the left hanc 
and credit (or creditor) side, on the right hand 

The debit side is divided into .spaces for — 

D«*te (month and day) 

Entry 

Page or folio of J ournal whei e the original entry is t< 
be found 
Amount 

The credit is divided into spaces for — 

Date (month and day) 

Entr\ 

Page or folio of J ournal where th# original entrr is U 
be found. 

Amount, 

#JS*eh side of the Ledger should be ‘‘paged ” with the mra 



“To post *’ means to write <in entiy of a tians<i< tion m t 
Ledger Ledger entries are often referred to as “ postings ” 
The Ledger must contain all the accounts of the business, ai 
these accounts ate as stated on page 21, divisible into thr 
groups, vi/ - * Real Accounts 

^Nominal Accounts 
Personal Accounts 

We will deal with a Jleal Account, vr/ , Cash Account as a 
example ot posting Ledger Accounts 

Turning to the Journal entiles on page 28, representing tl 
transactions ot David Newman, we hnd the hist account referre 
to is “Cash” We will now “open” a Cash Account m tf 
Ledger, and “post ” all the cash items 

CASH ACCOUNT 


( 1 j 

lh 




Ct 

i _ 

1 

i 1001 

1 

L s <1 

1 1001 1 


1 11 

i 


M<i. i 

Vo i)l\ 1(1 ] 

")00 OiO 

| Me h U B\ Sl.aip and 

! , .i 

s 

d 

1 

N( w man 

j I 

I 

Nliai |) 1 1 300 

0 

0 

, «■> 

,, (londs ] 

()“) 0 0 

1 1 , 

, ( mods 

i 1 1 m 

0 

0 

1 

i 

1 j 

2S 

, David 

1 / i 






j 

New man 

1 ! ' 20 

0 

0 


k 

. 

10 , 

, T\nl 

1 10 

0 

0 




10 , 

, Wages 

1 >* 

0 

0 




.10 , 

, Balancr 






1 , 

, *1 

( airud 




. 

! / I 

, 1 

< 1 

down 

171 

0 

0 

___L 

! • 
i 

o(>3 0 ' 0 

1 1 

, 



0 

0 

Mch 30 

i i 

j To Balance 

! j i 

! ! 


r 


j 

_ 1 

brought down' i 

1 

171 100 

I _ r__l _ 

i i 

__JJ_ 


I 

ii 


1 


The abbieviations Di and Cr on the debit and credit sides, 
[>upled with the words To and By, are used to indicate that the 
c&qnt is indebted to the accounts from which it receives value, 
tid credited the accounts to whigh.it delivers value 
jypi the transactions in which cash is debtor are entered or 
Dated fropi the first (or debtor) money column m the JouraaMto 
re-left-hand sid^ or debit side, of the Cash Account *fn the* 
adaer. the page (folio) of the Journal — viz., 1 — being written M 



the space provided for that pin pose m the Ledger Converse 
Cash Account being on page 1 m tin* Ledger, that page (folio) 
written m the space piovided in the .louinal This inserting 
olios should not be neglected , not only does it facilitate leteicn 
rom one book to another, but it helps to pi event omissions 
rosting 

All the items m winch “Cash” is <re<htoi are eaten d oi j/ost< 
rom the second oi credit monc) column m the Journal to tl 
ight hand side oi credit side ot the Cush Account in the Ledge 
he Journal folio being wutten in the Ledger, and the* Ledge 
olio being wutten in the Journal, opposite tuny item 

The Cash Account 1 ^ added up and the balance, as explain? 
1 Chapter 1 1 , is < arned down 

The transverse line is diawn across the blank space in th 
ebtor side of the account in oielei to pi event anv possibility c 
future entry being made in enoi in that space, ajtn the tot* 
in sei ted 

We have now m this account a deal statement ot all tr im 
•tions in cash, showing that the business should possess at th 
id of the month a sum of <£171 m cash 

The Ledger now given contains, fust, the icmairimg Rea 
ccount — \i/, Goods, secondly, the Nominal Accounts - Ken 
id Wages, thirdly, the Peisonal Accounts David Newman 
larp Sharp, Richaids dr Co , A\ anng it Son 




Jh 


J)AVII) NRWMAN ( A Pf J A \, ACCOUNT 


C V 


01 


j; 

£ 

s 

(1 1001 


,j t ! s 

28 

To Cash 

'! 

20 

0 

0 1 Mirl 1 

1 

By ( ish 

i 

1 jj wo j 0 


Mar 


Noti* —The “Capitil Account ’ w the Account showing the position of tli 
Propiieforin relation to the Business 


SHARP ^ SHARP, 1, Market Phue iHihngton ^ 


10,01 


, 1 Jb 

~ 

s d 

loot 


1 1 fils 

Mir 

11 

J’n ( .1 sil 

1 1 1 100 

1 I 1 --! 

1 li 1 

■"I 

M u 

4 

. 

B> Goods 

1 1 1 100 1 0 


Dr 


Kl( H VRI>s A (O II, (Jiionis Roul, PoiNmoulh ^ I 1 


!<hh 

ij u S lo Goods 


i t , s . .i : 

1 ' !% 10 O' 


I 


T)i 


WARING SON, Alluon Works Birkenhead 


I I 


Cr 


loll 

, 1 

1 J 

1 

s 

(1 

Ur j 


1 o Goods * 1 jj 

120 

0 

0 

fl 


Each of the above accounts is supposed to have a separat 
ge oi folio allotted to it m the Ledger 

The Ledget now contains a classified lecoid of all transactions 

In the next chapter we shall see what fuithei use is made o 
ese accounts, and how they aie finally dealt with at the end o 
y given period of trading It is important that at this poinl 
3 student should have obtained a clear idea of the origma 
tries (Journal), and how they are arranged and collected in 
oncise form (Ledger) 



KXERCISK 7 


Journalise the following transaction of Hugh Bayliss, post to t 
^dger, balance the Cash Account — 


1901 £ s <1 

April 1 Hugh Bayliss (commenced business with a stock 

of goorls 10 l r » 0 

,, 3 Sold goods for cash 1 10 0 

,, 0 *Paid rent 10 0 

,, 10 Bought goods fiom Duncan & Sons, 1, John 

Street, Derby 5 10 9 

,, 11 Sold goods to Vasey & Co , 20, Wood Stiett, 

Northampton 4 11 8 

,, 13 Sold goods tor ( ash 4 17 b 

,, 13 Paid rent 10 0 

,, lb Paid Duncan & Sons cish x 10 0 

,» 16 Sold goods to Dune an & Sons 2 Jb 0 

,, 18 Bought gofxls from Vasey & Co 2 0 0 

„ 20 Paid lent JO 0 

,, 24 Sold goods foi cash 4 14 4 

,, 24 Received cash from Vase y <fc Co 2 11 8 

,, 27 Paid rent 10 0 

,, 30 *Paid cash for sundry trade expenses 2 0 0 


*Rent anil trade expenses may be nnlmleil in one nonim.il auount, ‘ Fxpen# 
count * 


EXERCISE 8 

Journalise the following transactions of Frank Haiwoud, post to % th 
dger, balance the Cash Auount and the Personal Accounts - 


1901 


1 

8 

i 

Apnl 1 

Received cash on loan fiom Samuel Lawson 

1,200 

0 

0 

„ 4 

Bought goods fiom Marks & Co 

1,060 

0 

0 

„ b 

Paid Mar ks & Co 

1,0*)0 

0 

0 

„ 9 

Sold goods for casli 

7j0 

0 

0 

„ 11 

Sold goods to Piper Bios & Co 

385 

0 

0 

„ 14 

Recened cash from Pipet Bros & Co 

285 

0 

0 

,, 16 

Paid Samuel Lawson 

1,000 

0 

0 

„ 16 

Sold goods to Samuel Lawson 

40 

0 

0 

„ 23 

Bought goods from Samuel Lawson 

50 

0 

0 

.. 26 

Sold go<x!s for cash 

100 

0 

0 

26 

Paid cash to Samuel Lawson 

100 

0 

0 

, 27 

Bought goods from Thoresby <fe Son 

340 

0 

0 

„ 27 

Sold goods to Stamford Bros 

465 

0 

0 

„ 27 

Receded cash from Stamfoid Bros 

350 

0 

0 

OQ 

A ra „U »i r o 

no 

n 

ft 



CHAPTER VI 

Balancing Tfi* Trial Balance 

Book-keeping is intended to show the trader the true lesult 
11 his transactions at the end of ail) stated penod of tradin 
it the end of such a period, which is usually six ot twelve montl 
le trader wishes to know the exact position of his business, ai 
hether his transactions have resulted in a profit or a loss V 
ill now explain how this object is attained Let us suppo 
lat I)a\ id Newman, whose ti ansae tions appear in Chapter \ 
ishes at the end of March to ascertain the result of Ins tradir 
unrig the month Two things must be done — 

1 Take stock 

2 Balance the Leclgei 

It is vei v seldom practicable to peifotm both these functior 
i the same da), but a list of the goods on hand at the close c 
e business on the last day of the period, in this case 30th Marcl 
ould be prepared without any delay in older to avoid error 
le subject of Stock-taking will be refen ed to later We wi 
slime that goods costing £10 are in hand on 30th March, ani 
oceed at once to the second step— the balancing of the Ledger 

All the ti ansae tions have been recoided in the book of ongma 
try (the Journal), all the entiles in the Journal have beei 
>ted to the Ledger, and these entries comprise an equal amount 
money, of debtor and creditor items This means that oui 
dger, as a whole, contains equal amounts on eat h side of th< 
ounts, if the postings have been made comectly In order t< 
d out ij the* two sides of the Ledger Accounts do agree, a list 
all the balances appearing in these accounts is prepared, callec 
r V lal Balanee 

The following list, or Trial Balance, is written out on a loose 
iet of paper, and must not be considered as being an account of 



DAVID NEWMAN TRIAL BALANCE (30th March, 1901) 


Ledgr 

Folio 

| Name of Account 

| 

1 Dr 

|j Balance 


1 

1 Cr 

i Balance 


i 

i 

s 

d 

£ 

s 

1 

j Cash 

171 

0 

0 



2 

Goods 







28 

10 1 

. 3 

Rent 

10 

0 

0 



4 

Wages 

"> 

0 

0 



5 

David New man, Capital A< tount 




480 

4) 

t 

Richards & Co 

1% 

10 

0 



8 

Waring & Son 

120 

0 

0 




1 

508 i 

to 1 

0 

508 

10 


To understand tins the student should now lefoi to the Led# 
(pages 34, 32, 33) In pteparing the Trial Balance, each accou 
must be examined 

Ledger Folio 1— Cash Account — The debit side exceeds tl 
jredit side by XI 71, which amount is therefore a Debtoi Balanc 
tnd is inserted m the Trial Balan< e 

Ledger Folio 2— Goods Account — This account should not l 
dded in ink at present, but the totals of each side aie ascertaine 
pencilled in if necessary) to be Dr X359 and Cr X387 10 
'he Cr side exceeds the Dr side by X28 10s, which amount j 
herefore a Credit Balance, and is inserted m the Trial Balance 

Ledger Folio 3— Rent Account - Dr total, X10, Cr tota 
U. Debtor Balance, X10, inserted in Trial Balance 

Ledger Folio 4 — Wages Account — Di total, X5 , Ci tota] 
il Debtor Balance, X5, inserted in Trial Balance 

Ledger Folio 5 — David Newman, Capital Account — Di total 
20 , Cr total, X500 Credit Balance, X480, inserted m Tria 
alance 

Ledger Folio 6— Sharp <fc Sharp — Dr and Cr totals art 
uab No balance 

liedger Folio 7 — Richards & Co — Dr total, X196 10s. ; Cr 
bal, ml. Debtor Balance, XI 96 10s , inserted m Trial Balance 

Ledaer Folio 8 — Waring & Son — Dr. total, XI 2$; ttfc 



All the Ledger Accounts having been examined, and tl 
mlances wntten on the Trial Balance, the Dr and Cr colun 
>f the latter aie added up, and the totals are found to agree w 
ach other This mu#t he the result if equal amount# have b< 
m^ted to each side of the Ledger, and in ascertaining i 
lalanees equal amounts have been omitted on each side r l 

Vial Balance is a useful preliminary step towards the completi 
t the book keeping foi a given period It is important tl 
he student should understand that it must not be regarded 
n absolute check upon the accuracy of the book-keeping 
'ill be sufficient at present to point out that the Trial Balar 
ill not reveal the following errors — 

Posting an amount to the wionq account m the Ledgei 
Omittmq to post two equal amounts to the Di and Ct sic 
the Ledger 

The Trial Balance occasionally is found not to ag*ee m 
>tals of balances, this disagreement, oi “ difference,’ may 
msed by 

Posting a wrong amount to the Ledger, such as £23 6s 0 
instead of .£20 3s 6d 
Omitting to posjt an amount 
Writing down Ledgei Balance wiongly 
Omitting the balance of an account fiom the Trial Balance 
Posting an amount to the wrong side of the Ledger Accoun 

Any “difference” should be seal died for by comparing all tt 
tries or postings until it is discovered, and the Tual Balanc 
uected 

We must now go back to the Goods Account, and deal wit 
' stock of goods on hand The Goods Account, a* it me 
nds m the Ledger, shows us that this account has leceive 
ue to the amount of £359, and that it has parted with valu 
the amount of £387 10s Od We also know, by inspection o 
i goods ufisold on hand, that this portion of the busmes 
sesses a stock to the value of £10 What happens is this 
3 Trader's business will recommence its opeiations on the da\ 
owing the end of the period now under consideration, viz., th< 
ath oi March, and of course it will possess m “ goods ” thy 
ue tttHML £10 The business's Goods Account for the month 



onth of March, and the Goods Account (March) hands over 
liven this value to the Goods Account (April) exactly in tl 
me way as the Cash Account hands over its cash m hand 
e new Cash Account The April Goods Account is theiefo 
btor to the March Goods Account fot the stock, £10 

The following entries record this — 

JOURNAL 


01 


l 4 H 1 

30 

Goods Auonnt (Apnl) Ih '» 

10 1) 


! 1o Goods Attount (March) for v due 

1 


of Stotk on hind l 1 

1 1 


LEDGER 



GOODS AUODM (Mirth) 


r, 


001 


J 

4 

s d 

1‘Mtl 1 1 

4 

s 

4 

To ShaipA Sharp 

1 

100 

0 0 

Mil r . 1 H'l l ivli 'l 

(l r > 

0 

H 

,, Gash 

1 

r )0 

o . 0 

l h , Ki< hudsA ( o | 1 

1% 

10 





1 

1 » „ \\ arum & Son 1 

Ub 

0 






■10 1 ,, (roodsAttounl 








(Apnl) foi| 




1 


^ 1 

1 1 

! Stotk 1 

JO 

1 

0 


(foods AUOrxr (April) 


01 


1 

\ 

s ,1 !| 

i 






30 

To Goods Account 








J 

(Marth) for 
Stock 

) 

10 

i 

0 J 




1 




EXERCISE 9 


Journalist the following transactions, post to Ledger, and prepare Ti 
Balance at 30th April, 1901 


1901 
Aptil 1 

Arthur Robson commences busimss with 

£ 

t ish, 

s 

(1 

£300, and goods 

100 

0 

ft 

„ 4 

Sold goods for cash 

40 

0 

0 

i, 

Bought goods from Richai d Armstrong 

125 

0 

ft 

„ 10 

Sold goods to Harrison k Wells 

280 

0 

ft 

„ 1‘2 

Bought goods from Evert d Bros 

142 

0 

ft 

„ r» 

Bought goods tor cash 

110 

0 

0 

„ is 

Paid cash to Richard Armstrong 

125 

0 

0 

„ 23 

Received cash from Harrison k Wells 

100 

ft 

0 

„ 25 

Arthur Robson withdraws ( ash 

100 

ft 

0 

„ 27 

Bought goods from Win eh i k Son 

120 

0 

0 

„ 29 

Sold goods to Arnntage Bros 

300 

0 

0 

„ JO 

Paid cash to Wheeler k Son 

80 

0 

0 

,, 30 

Paid sundry expenses 

20 

ft 

ft 


EXERCISE 10 

Journalise the following transactions, post to Ledger, prepare Tri. 
Jala nr c at the 30th April, 1901 - 


1901 
April 1 

Alfred Hyman commences business with cash, 
£50, and horse and cart, £20 

t v 

if 

2 

Bought goods for cash 

17 10 

0 

;; i 

Sold goods for cash 

13 14 

b 

n b 

Bought goods from Hume <fc Rees 

12 8 

4 

„ 9 

Sold goods to Green & Co 

18 10 

8 

„ 12 

Bought goods from Lewis k Hopkins 

H 7 

3 

„ 13 

Paid wages 

2 19 

8 

„ Hi 

Paid Hurrn k Rees 

12 5 

5 

, 20 

Bought goods from Lewis K Hopkins 

30 11 

10 

„ 20 

Paid wages 

1 17 

6 

„ 23 

Sold horse and cart to Lewis k Hopkins 

22 0 

0 

„ 24 

Received cash from Green k Co 

10 8 JO 

„ 2.5 

Paul cash to Lewis k Hopkins 

22 19 

1 

n 2f> 

Paid w^ages 

2 lf> 

9 

„ 27 

Paid wages 

2 4 

2 

„ 29 

Sold goods to Joseph Fletther 

27 11 

9 


Open separate account for “ Horse and Cart ” 


A (irav nfcnorinn 


Trial Tlalun^o mnrnaliiP mwl TWtaf Hip afnplr nf 



CHAPTER VIT 

Profit \nd Loss Account- Balance Sheet 

For the purpose of showing in a convenient form the resul 
F the transactions of the business for a given period, an accou 
opened called the Profit and Loss A< count, into which a 
illected the balances of the Nominal Accounts — 1 e , the aceoun 
Inch do not represent actual assets or actual liabilities T1 
*st account of this kind is the Goods Act ount (March) 

The entries in the previous chapter show us the position 
us account aftei the stock has been duly recoided The Goo< 
ccount (March) is now alteied, and shows a Cieditoi Balance < 
38 10s This meaijs that it has parted with (in actual sal 
us value of goods unsold) <£3S 10s more value than it received - 
e result of selling goods at a higher value than they cost Th 
editor Balance is a profit on the goods, and is tamed to <i 
count which is intended to show the final result of the tian 
tions, viz , the Profit and Loss A( count 
JOURNAL 

s 


19,01 I 

1 £ 

8 

d 

1* 

s 

ar ' JO Goods Account (March) 

To Profit and Loss Account 

/Jr 2 38 

1 10 i 

10 

0 

1 ® 1 

10 


LKIXiNR 


GOOD.s ACCOUNT (Mdich) 


10 01 

1 

1 £ 

1, 

d 

19,01 


J 

& 

s 

d 

ir 4 1 

o .sharp <fc sharp 1 

'300 

1 0 

0 

Mar 5 

|B> Cash 

1 

66 

0 

C 

13, , 

, Cash 1 

!| 59 

1 0 

0 

8 

,, Richaids & Co 

1 

196 

10 

0 

80 , 

, Profit and Loss 

II 



1 16 

i ,, Wanna & Son 

1 

126 

0 

0 


Account 2 


10 

! 

0 

|» 

„ Stock 1 

2 

10 

0 

0 


1 

1 

J97 

10 

°i! 

! ! 

! 


397 

10 

0 


PROFIT AND LOSS ACCOUNT 






II 



1901 j 

J 

& i 

a. 

1 

1 

1 


L 



Mat 1 30 jBy Goods Account 

% 

38, 

to 


5Pi© above entries show how the Goods Account is u 
a Journal entry, which transfers or carries its balance of jitdfit 




Turning to the Trial Balance, we see that the Debtor Balanc 
are divisible into two kinds — (a) Balances which represent actu 
property or assets (viz, the cash, ,£171, and debts due fro 
Richards, <£196 10s, and Waring, £126), (b) Balances whi< 
do not represent assets (viz , the Nominal Accounts — Rent, £1 
and wages, £5) 

We deal with the latter (b) first These accounts represe: 
expenses incurred m conducting the business, and in order 
show the final result they must be collected into the “ Profit ar 
Loss Account ” 

This is done as follows - 


JOURNAL 


',01 


1 

£ 8 

1 <1 

£ 

S 


Profit ami Loss A< count 

nr 10 

15 0 ; 

0 



j {(' 

To Rent Act ount 

% 



10 

0 

1 I 

,, Wages Act ount 

1 4 

J 

1 


5 

0 


LEDGER 



RLNT ACCOUNT 


1 

19101 


J 

£ 

s 

Id 

19 

01 


J 

£ 

s 

Mar 

30] 

To Cash 

1 

10 

0 


Mar 

30 

By Profit and Loss, 





! 1 

__l 


_ 


1 0 



Account 

2 

10 

0 


WAULS ACCOUNT 


lojoj 

1 M 

£ 

a 

d 

19 

I 01 


J 

1 £ 

a 

d 

dar 30 

To Cash ! 1 

1 5 

0 

1 o 

Mar 


[By Profit and Loss 





1 

1 1 





j 30 j 

Account | 

2 | 

>1 

5 

0 

*! 

0 


PRO* II AND LOhS ACCOUNT 


01 


J 1 

£ 

s 

d , 19,01 ! 

J 

£ 

S 

d 

so 

To Rent 

2 ! 

10 

0 

0 Mar 30 1 By Goods Account 

2 

38 

10 

0 

30 

„ Wages | 

2 | 

6 

_!! 

°|i -1 I | 



■ 



The Rent Account and the Wages Account are now “ closed .’ 1 
The Profit and Loss Account shows now a Credit Bakmce of 
IP JOb. , this is the amount of profit on the goods after deoudiing 

i iL- / i 1 ..A 1 U<.l.«/w> 



neans that the business owes this amount to the proprietor of t 
justness , David Newman 

The balance of the Profit and Loss Account must now 
jarried to the ciedit side of the account ot David Newman 
JOURNAL 


19| 

Mar 


11 I C s cl 

30 I Profit and Loss Account IU in li 10 o 

I To David Newman, ( apit il Account 5 i 

I*c)i Profit for Mouth ' 


LMIULR 


Jh 

on 


PROM I AND LOSS A( ( Ol M 


1001 I T 

Mar ,10 To Rent 2 

| 10 I „ Wages 2 

30 ,, David New | , 

min (Profit)/ “ 


4, s d 1001 I J 

lo 0 0 Mir 10 Bn (foods Account! 2 

5 0 0 I 


21 10 0 


I 


The Profit and Loss Account is now closed 
5 I Dr DAVID Nh\\ MAN— CAPITA I AMOUNT 


1901 

ld.r | 28 To Cash 

SO 1 ,, Balancecarried 
down 


1 t S d 

19 01 

1, 

1 J 201 0, 0 

1 Mai 

1 

1J\ Cash , 1 



30 

„ Profit and Loss 

i 

( 501 10 0 



Ac count 

- 

1' 523^ 10 1 0 





i| 

Mai 

10 

B> Balance 

1 

P 



brought dow n 

| 


C sir! 

500 0 1 


21 10 
! 521 10 


David Newman’s account now shows that he is a credite 
the business on March 30th, £303 10s Od , this being th 
nount of cash he put into the business at its commencement 
g ether with the profit earned during the month, teas tJi 
nount withdrawn during the month 
What is requited now is a statement showing the positioi 
the business on 30th Match, le, its liabilities and assets 
le Ledger contains this information m its various account* 
lese are now to be arranged in the form of a Balcmce Sheet 
A^Balance Sheet is a statement showing the liabilities an< 



Wit 


the balance sheet 


BALANCE SHEET, 30TH MARCH, 1901 


Ltabihttex 

To Davnl Newm in v< ipit.il) 


1 ' 



Ansetn 



S 

(l 


t 

I r )0J 

1<> j 

0 

I lly Cish 

171 




„ Goods m Stor k 

10 




„ Ru hards & Co 

1% 




,, Warms & Son 

120 

fi(H 

_ 

10 

0 

1 

jloi 


The Balam e Sheet is not a Ledger Auount , , but is a summa 
>f the balances appearing in the ledger offer the books a 
mally posted up It is written on a separate sheet of pape 
nd is prepared as follows - On the left-hand side, under tl 
leading of liabilities, are entered all the (Jr Balances, m th 
xample the only liability of the business is that to the own 
hereof, theie ate no liabilities to other persons On the ngh 
and side ate entered all the Ih Balances, which represei 
ssets, as we have seen The amounts are obtained h 
'camming the Ledgei, which shows these balances m tl 
ocounts of Cash, Goods (the April 01 new account) for Stocl 
luchaids k Co and Waring k Son 

The student will probably inquire why the Debtor Balance 
e shown on the Balance Sheet on the t ight ~\ land side, and th 
reditoi Balance on the 4 /e/^-ha nd side He should remember tha 
us Statement or Balance Sheet is not a Ledger A< count, bu 
iat it should be legal ded as the statement showing the positioi 
the business in relation to the owner and to othei person* 
i the Ledgei the Cash and Goods, Waring, and Richards, areal 
htors to the business, conversely, the business is the nedito 
these assets And as David Newman is the creditor of th< 
isiness, so the business is debtor to David Newman Thi 
dance Sheet shows 

The Business 



JS' 

J>r to its Liabilities 


Cr by its Assets 


This explains the reason for the form which is commonly 
lowed m this country The point is not one of practical 
oortance, however , the chief consideration should be the 



EXERCISE 11 

Assuming that the following Ledger Accounts have Im'Ui posted fi 
a Journal, prepare a Trial Balance at 31st May, 1001 , record the stock 
goods on hand, 31 st May, £92 10s , open and write up Pioht and I 
Account, and prepare Balance Sheet, 31st May, 1901 (The follow 
recounts should be copied out — capital, wages, Tent -so that the dos 
entries may be added ) 


Buchanan Bios 

LEDGER 

Index to Ledgmi 

Bununghani 

Polio 

.) 

Capital 

3 

Ca^vei, Chas 

Manchestu 

0 

Cash 


1 

Goods 


o 

Herring /Jas 
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12 

Holden & Co 

Plymouth 

4 

Kinloch A Son 
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() 

P£rry & Sons Ltd 
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S 

Rent 

H 
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i 

Thompson, Thos 
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10 
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7 

Wright Bros & Co 
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11 

U 
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11 

Bv Wiges 
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,, Goods 
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6 
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17 
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„ Goods 
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4 
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„ Goods 
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0 
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14 
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Account ' 
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10 
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18 
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„ Cash 
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85 
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17 
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17 

0 

20 
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18 

„ Cash 
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15 

17 
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20 

,, Chas. Carver 


1 16 

14 

10 

17 
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9 

8 

16 
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„ Wright, Bros. 
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BUtHANAN BROS, 17, \iitona Square, Birming^iu 
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Section B -THE PRACTICE 

CHAPTER Vin 

Division of Original Entries —Sales J)a\ Book 

At this point it may lie mtei estin<* to quote the quai 
language of an old wntei,*and to notice how the onginal entn 
were recorded in his dav — “The Waste Book, if no subsidia 
Books are kept, should contain a record of all the Merchan 
Fransact ions and Healings in a Way of Trade, and that not only 
au h as ai e pr open 1 } and pur ely M ei can tile, but of o\ ery Occurren 
Lat affects his Stock, so as to impair or meiease it such as priva 
Expenses, Servants’ Fees, House Rent, Money gained or lost c 
Wagers, Legacies, and the like The Waste Book 

vritten m a plain and simple Stile, and ought to be so, for th 
rook being nothing but a bare History of Facts and Occurrences < 
LYade, containing the Matter and Substance of Accompts, withoi 
m) thing of that artificial Dress which they assume in the oth< 
Lxiks, the Stile should be suited to the Nature of a Narrativ 
hat is, simple, plain, and perspicuous , and the more it is so, it 
he more like what it should be, answers its Design the better, an 
he Book will be the more peifect Yet this Simplicity of Stil 
oes not exclude the Use of Teims and Modes of Expression i 
se among Merchants , tor, as every Artist has a Set of Words an 
Vays of Speaking, which they have a Libei ty and Right to use 
s being peculiar to the Ai t they profess, so Mei c hants have them 
nd they speak and write like themselves, by using them In a] 
[etchants’ Writings, even in a Waste Book, when written by 
erson of Skill and Experience, there is a concise, emphatic Diction 
certain peculiar use of Words and Phrases, which is a kind o 
Uegancy that runs through and adorns the whole, and at th' 
une Time shows the Ability of the Accomptant This should hi 
trefully studied by a Learner, and is only to be acquired b 
inverse with Merchants and the Imitation of well-writ Books 
tdeed the fris of this Merchant Stile is to be expected m i 
r aste Book, in legard it is writ up in the Time of Business, aac 



often in the very Hurry of it, yet this inconvenient y might 
prevented if Accornptants would he at the Pams first to minu 
things upon a Blotter, and afterward when the Throng of Busine 
ls over, to extend them m the Waste Book By this Means bo 
the Expression might be more accurate, and the Writ much tJ 
? airer And this ceitainly is the Method that should be tak< 
>y a young Book keeper 

“Having thus fai insisted on the Natuie of the Waste Boo 
[ come now to take notice of its true Use, and the Necessity 
keeping it both which appear from the Consideration followm 
r iz — First, the filling up ot the Journal, being the nice ai 
Iifficult part in Book-keeping, cannot well be performed m tl 
Time of Business, but requires Leisure, and Retirement, Thougl 
nd Deliberation Nor is it propei to leave the Transactions < 
he Day unrecorded till the Hours of Business are over, foi tin 
my escape the Memory and be quite forgot, or at best brer 
onfusion Tt is needful then, that a simple Record go constant! 
n, keeping pace with the Occurrences of Trade, containing 
omplete Narrative of everything transacted, out ot which th 
ournal may be made up at leisure Hours Again, secondly, aft* 
be Journal is filled up, the Waste Book is the Touchstone b 
dwell it must be tried and proved , or if wrong, collected It 1 
lerefore absolutely necessary to keep a Waste Book , and thes 
re the proper and genuine Uses of it Indeed, after the Jouina 
filled up and corrected, the Waste Book is of little further Use 
nd probably on this Account it has got the Name it bears ” 


“ The Pocket-Book This is a small Book, of a portable Size 
hich a Merchant carries m his Pocket when business calls hm 
>road to a^Tavern, a Fair, the Country, or other Places In thi 
s sets down the Bargains he makes, the Expenses he is at, th< 
ebfcs he pays, or Suras he receives, with every other Part oj 
n si ness he transacts while abroad , as also any Occurrence 01 
lece of News he thinks worth while to record, and when he 
mes home to his Compting-house or Shop, he transfers the thing! 
ntained m this Book, each to their proper Places m the WiwiN 
>ok or Books subsidiary ” 


“ Factors of great Business sometimes keep anot h$* '*** s * ai 

rvlr mIIatI fKa i TWkt f 



Howevei lrnpoitant the Memorandum Book, Pocket Boo 
Waste Book, 01 Slate may have been, we will not trouble t] 
student with them now, but will proceed to considei mu xubje 
in its moie practical apphc ition 

Tn the piece ding clupteis the ti ansae time* have been dea 
with in such a mantle i is will c n iblc the student to obta 
i grasp ot the meaning ot the “double entiv pnnciple and eac 
transaction has be c n m idc l he Mibjee t ot two chstinc t entiles 1 
irder to fulh exhibit the ‘ two told eftcct in each case TI 
nethoel emploved is that which w i> used m tomiei dav s, win 
msint ss was conducted with less pressure and huuy than t 
he present time The student, after having carefully woike 
lnough that section, may now lcain how the method is modific 
o meet pi actual requirements, whilst the unde? 1 } mg jn uu ip< 
till remains stc aelfast 

The changes which aie now to he considei ed chiefly apply t 
lie lec ordmg of the origin il entries In the former section on 
ook ot original entiy has been used, the Journal but, a« state* 
n page 25 , the use ot one hook only tor this purpose is, in tli 
u ge majority of cases, not a convenient plan Separate book 
re therefore called into use tor leeoidmg separate classes o 
tansactions, and the fust book now to be considered the bool 
ontammg the onginal entnes ot the sale of goods, ot the Sal? 
)ay Book This book has mam other names, such as Good' 
old Book, I)a> Book, Sales Journal, iU , but we piefei to employ 
le name mentioned, as signifving the book in which entries ol 
c/W aie to Ik made daily 

Goods aie sold in two wavs Kithc 1 to a customei who doe 4 ' 
>t pay cash at the saint time, such tiansactions are called 
credit sales 5 ’ Oi in exchange tor cash received at the same 
me, such transactions ate called “cash sales 5 

In most businesses the “ cash sales me not entered! in the Sales 
ay Book as they occur , they aie more conveniently dealt w T ith 
a manner to' be explained latei The primary object of the 
Jes Day Book is to record the “credit sales 5 

(It must be undei stood that, in speaking of the We of goods, 

> are always lefemng to the actual deliveiy of goods to the 
hornet. Occasional I v the We and the delivery do not take 
tee On the same dav a customer may buy a quantity of goods 



n March and stipulate that they shall be delneied to him, pari 
n April, and par tty m May In the following transactions 
>e dealt with the goods are Wr/ and dehvcied ) 

The entry in the Hales l>ay Book, if it is to be a eomple 
etoid of the transaction, should contain 

(1) The date of the sale 

(2) Name and at Id less of the customei 

( 1) 1 >esu iption of the goods, sidh( ientty full so as to eriab 
them to be easily identihed, and including weigh 
number, or ijuantity 

(I) The selling puce of each article 

(')) Amount of selling \alue of goods (shown separately 
there aie more items than one), and 

(G) A total of the whole 

(7) Memorandum of the mode of conveyance or deli vei 

of tht* goods, and stating whethei the carnage ( 
any) is payable by the buyer oi sellei 

(8) Memorandum of any special terms which may hav 

been agieed to, as to length of uedit, «fct 

The following is the oi dinar y foim of Hales Day Book, and th 
imbers show where the above items of information shoul< 
pear — 

SALKS DAY BOOK 



No 1 (Date) 

i 

!i 





(Ledger 
Folio of 
istomer’ri 
Account 
serted in 

No 2 

No 3 
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No 8 

No 4 
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i 

o 5 
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o 6 

is space 1 

A line is ruled across tins 
space between entries foi 
each person 

1 

j I 







JOSEPH MEREDITH, Cloth Merchant- 
SYLES DAY ROOK 


I 


/hii? Is /, 1901 

1 j H\ Ash hour nc k Sons, 

7, Arundel St , Brad lord 


i s 


24yds Blue Seigt, No 10, 124j 1/6 4 4 

10 „ Lambs’ Wool, No 9,242; 5/ A jl 2 , 12 

Pet Mid Rly , Carriage Paid ! , 


d | £ I s . d 


16 


/urn 5th 
Mitchell &(/<), 

M iyh< Id Sq , Hull 

20 \ds F nicy, No 11248 1 4/2 I 4, I 

60 , Cheviot, No 19,672 CIO | 11 1 10 

21 ,, Melton, No 10,012 4/ 4 1 

Camas 

hi N E R ,5% tor cash 


Thomas Chambois, i 

3, (Vnnon St , Leicester 
10\ds Blown Lining 1/8 


4 

"i ! 

0 
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H- 

6 

19 

18 

1 

i 

; i" 

i 
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1 1 
| 1 

| 
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i 

i 

i 

i 

16 

8 1 


1 

I 

2 10 

X 1! 




l j 2| 1. 
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1 1 | ') 

0 

- 1 

l 

10 

18 

4 

i 

! 1 ! 
j Jj 




; ' 

! 3 7 jW j 

8 

L 

37 

13 
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Forward 



SALKS 1>A\ BOOK 


1 For waul 

4 Scott & Kingsley, 

The Stotes, Cleat \ n mouth 
tO \ ds Black Vk una, No ] 4, 170 3 
12 ,, Worsted Coitmg, 

No 12 437 4 s 

30 yds Punt 1/S 

i Canvas 

Pei (i N li Passt ng( i 


1 s . d t I s ! 

37 H ' 8 37 I 13 I 


0 0 0 

2 Hr 0 

2 10 0 

1 0 11 


Jaw 1 2th 

5 Daniel Dawson, 

1 allies S<| , Oth \ 


Pixels Box Cloth No 12 512 

0/ 

\ 

12 

0 


20 ,, Lieen Cut], No 13 411 

1 4/0 

4 

10 

0 


18 ,, Co\ert Coating, 





1 

No 1 1 ,9.58 

7/ 

0 

0 

0 


24 yds Ore\ Manuel 

2/1 

2 

14 

0 


00 ,, Blue Pilot, No 10,871 

i/9 

14 

r> 

0 

1 

Cam as 


l 

2 

0 

31 9 i ( 

Per youi ( ’ai t 


I 



i : 

Jnrx 20M 


! 



i 1 

i 1 

Lucas Bros 

j 

1 



i 

159, Union Rd , Chesteiheld 

1 




i i 

6 yds Fancy Mixture No 10 034 

y.i 

1 

19 

(> 

1 

4 ,, Covert Coating, 


1 , 



i i 

No 11,958 

7/ 

, 1 

8 

0 

2 7 i 6 

Pet Parcels Post 

1 

I 

r — 1 
i i 



1 

Or Led fo 13 

I 

82 

17 

2 I, 

82 | 17 j 2 


The foiegoing tiansat turns of Joseph Memhth form pait o 
series to be continued througli the subsequent chapters 

The above Sales Day Book will serve as an example of Ifw 

- 11 l 1 ~ .1- L, .11 t , 1.^*. i- THw 



item is extended into the first cash column, and the total of ea 
sale is earned into the second cash column , this should be do] 
in all cases, even if the sale consists of one item only, as th< 
both cash columns can be added up, and the agieement of tl 
totals gives a useful check on the eoirectness of the additions 
ea< h sepai ate sale 

The < ash columns aie added up and the figure's earned foiwai 
page by page until the* end of the month, when the totals ai 
iul<d of! It is impoitant that this hook should he written u 
fnouipthf Kadi sak should he entered cither befoie oi duim 
the packing of the goods (beat cart should lie taken to see tin 
ill goods despatched ait tecoided in this book, and the prop* 
| it )< e < haiged 

Only actual sales should he enteied any goods sent on 
Tieielv “on approval, ’ which may 01 may not be retained by til 
ustomer, should 1 r* hist lecotded in a sepai ate book (Apprc 
hook) as a memoiandurn only, the goods which aie eventuall 
•old to the custom*.! being then entered in the Sales Day Book 

The Sales Day Book, having been duly enteied up, is poster 
n the following mannei 

The amount of each sale is enteied in the Ledger on the Dr 
ule of the customer’s at count, and the Sales Day Book folic 
umber written in the Ledger 

The Ledger folio number is written in the Sales Day Book lr 
( ie space at th<* left-hand margin, in l>old figures, thus showing 
t a glance whether any item has escaped being posted At til* 
ud of the month the final total of sales is posted to the Or sid* 
t an account in the Ledgei called “Sales Account” (to be 
fentually earned to the Cr side of the Goods Account), the 
k spective folios being inserted as befoie 

When this posting has been done the Ledgei contains, as far 
this matter of sales is concerned, an equal amount on each side, 
z , a number of items on the Dr side of customers’ accounts 
Nich equal m amount the item on the Or side of the Sales 
evount 

, 5Phe principle of double entry is thus given effect to without 
attendant upon entering each separate transaction 



The method of posting from the Sales Day Book to the Ledg 
vill be refeired to again in the chaptei on the Ledger 

Each day, when the Sales Day Book is written up, Invmc 
re prepared and sent out to each < ustomei 

The Invoice is a copy, wntten on a printed form, of tl 
larticulars and puces of the goods sold as appearing m the Sal 
)ay Book Sometimes this piocess is leiersed the Invoice 
written out and then copied into the* Sales Day Book This is 
ractice to be avoided, as it carries the nsk of the Invoice ben 
jritf away holme the eiitt y is made in the Daj Book, and it tl 
itter entry were by any chance omitted, there is increased dangi 
f the value of the goods being lost 

As a general rule, it is advisable that the Sales Day Boo 
lall include onlv entnes of sales of the goods in winch tli 
ader deals The sale of any other aitule, such as an ol 
lachme, 01 any other jKirticm of the assets (apat t from 111 
jods), may mote conveniently be dealt with by means c 
Journal entry 

When the Sales Day Book is used, no entiles of its turn 
'tions are made m the Journal 

The student is lefened to Bait II of this woik foi example 
the mode of adapting the Sales Day Book to meet speua 
quireinents, and foi methods of dissection and analysis of it 
ntents 



EXERCISE 12 


Make calculations and enter in a Salts Day Hook the following sales 
\rkms Bros , Stationers, London -June 1st, 190) J Creatorex <fe Co , 
hmth Lant, London, EC 5,000 Biiti'Ji cm dopes (No 2) (a) 2/7 J p 
housand , 1 do/ Wolff s No 12 red pencils (a I/ll per do/ lent hi om 
aper (a ] 1/9 p< i stone June 4th, W L Hardy k Co Albion Mill 
Iradtord -12 eopvmg lcttci books (<|u«ii to) (fl" 4/9 , 6 do/ del memo bool 
f 2/9 pei do/ 2,000 eash envelopes (a -1/11 pu thousand IS \ lb bal 
biek twine (er> be! eaeh, per C N K (carnage paid) June 6 th, Russell ai 
oris J 07, Wellington Koael, Sheffield W 00 Manila t iivtlopes (&< 2/9 per M 
hots wi ituig ink (a> 2/10J 12 stieks Hank of England sealing wax (g 3U1 
,500 hook post wrappers (plain) (a 9/6 pci M , 6 boxes rubber bane 
assorted) (a) )j , 4 gross Cillotts 451 pens ( a , l/ 2 ^d gloss, per Mid Rh 
arnage paid) June 10 th, The New the rn Drug Co , The Stoics, Cai lisle 
i balls thin twine (a) lljel , 2J gross patent fastener s (a) 5/8 gross, 6 , (Hi 
utisli Ne> 5 envelopes (w 4/10 pei M , 6 do/ H H pencils (a 1/4 do/ 
gross cube boxes at 4/6 do/ , pci L k N W Rly (carnage for ward) 


EXERCISE Id 

Make e alculatioiis and enter m a Sales Dav Hook the following sale 1 ' ei 
ichardson k Masteis, Ironmongers -June Ji el 1901, J R Allison, 17 
ueen’s Road— 1 fish kettle, d/ 6 , 2 hot water eans (u ] 2/5, 3 enamtlhi 
ucepans 1/9 June 7th, Mis Thurston, 28, Lansdown Tenae e - 2 pi it 
skets (at) 4/9, scales and weights, 10 / 6 , coal stoop, 3/ June 12 th, II \ 
ortimei , 1, Rothesay Place -Shovel, 9cl eopper pan, 10 / June 15th 
mson k Ward, 14, Manor Street — 1 gas fire, 32/6 , brass fendei and nen is 
1 12s 6 el June 19th, Mrs Thos Enisle), Clarence Villas 2 gasglolKi 
63 d , spade, 3/ , garden rake 1/9, fork, 1/3, I set fire brasses, H /6 
ne22nd, Robert Rushton, 146, Park Road - Carpet sweeper, 11/6, 1 bi.i i 
tb fendei, £2 17s 6 d , coal l>ox, 15/6 June 25th, Miss Morgan, The 
gh School -1 wrmger, 30/ , 1 brass gong, 35/ June 28th, W T H Swift 
>yal Parade 1 pair firebricks, 2/ , eurtam chains, 3/6 J W Lawson, 
, South Street— 2 pails (a > 1/6 , watering can, 3/ , 2 do/ picture hooks (a. 
! per doz , wue mat, 5/ 



CHAPTER IX 
Purchases Dav Rook 

We have seen that the entiles ot sales aie more convenient 
recorded in a separate lx>ok, vi/ , the* Sales Day Book Similar) 
a separate book ot original entiv is found to he useful foi t 
recording of pun liases of goods In some cases this hook m« 
be combined with the Sales Day Book, fournng one volume, h 
usually it is bettei to keep a distinct book foi tins purpose TJ 
names given to this hook in \ai ious others aie Pui chases Boo 
Bought Day Book, Bought Book, Ci edit Journal, Invonc Boo 
<fce. We will employ the name Ban hoses I)a > / Book as sigmf) lr 
the book m which entries of pan bases aie to he made daily 

For our present purpose, and foi the sake of simplicity, w 
will assume that this book contains only entries of puuhases (o 
credit) of goods in which the tradei deals, 01 matenals h 
manufacture Other purchases may he conveniently recorded i 
the Journal 

The form and method ot Keeping the Pui (liases Day Boo 
depend to a large extent upon the system of dealing with Invoice 
received Whatevei the nature of the business may be, it shout 
be a fixed rule that an Invoice should be ieteived with each lo 
)f goods purchased, or the Invoice should arrive by the nex 
yoat The observance of tins lule will facilitate the keeping o 
recounts, and to a great degree prevent confusion and enor 
The goods having been received, the Invoice should be, withou 
lelay, examined to ascertain if it is correct in respect of the 
[uantity, quality, and price of the goods bought , all calculation* 
«r extensions and additions upon the Invoice must be checked 
nd if any error is discovered the Invoice should be promptly 
eturned to the sellei for correction Each person who examines 
he Invoice for any particular point, such as quantity or c&kida 
mi*, should add his initials thereto as evidence that it has 
aceived due inspection 

fha Invoices having been carefully checked m this wayyile 
mf to entering in the Purchases Day Book. 



is the best way cannot be answeied without iegard to the natu 
and precise conditions under which the business is carried o 
This portion of the piactical work gives the book-keeper a gcx 
oppoi tunity of displaying his skill in ananging his methods i 
that the object in view, viz , a clear and concise recoid of tran 
actions, can be attained with the least labour 

We will now considei the usual methods employed Jt 
neccssai y for us to keep the Invoice and the Hook in mmd at tl 
sum* time We will assume that a month’s purchases are to V 
leeoided The pui chases may be dealt with m the followm 
way 

/’i/s/ Method Copy the Invoice m full into the Pui chase 
l>«iy LJook (just as oui mles have Wen entered), and place th 
Invoices on a hie oi m a parcel m order of date 

Tins i> the simplest methou, and has the advantage of giving 
till details m the Pui chases Day Book, so that it is unnecessary 
,o refer afterwards to the actual Invoice for particulars. It 
lisadvantage is the labour of copying 

Second Method — Number the Invoices consecutively, entei 
he date, name, and amount in the Purchases Day Book, witl 
he Invoice number, but omitting details of quantities, «fcc. Frk 
way the Invoices m numeneal order 

This method is shorter than No 1, but entails the seat clung 
ji the Invoice itself if any details are required afterwards II 
be Invoices are neatly preserved, this reference by number is 
ery quickly done 

Third Method — Use a Guard Book, oi book containing large 
lank pages of strong paper Fold up the Invoice (wnte outside 
le name ot sellei and the date), and paste it on the left-hand 
lge and enter the amount on the margin of the page m a line 
ith the Invoice 

This method has the advantage of showing the actual Invoice 
wavs at the side of the entry Its disadvantages is that 
lyoices cannot easily be detached if required, and the book: is 
$ to become rather unwieldy 

One of these three* methods, with certain suitable modifications 
experience will suggest, should be adopted according to th© 



or classification of the various entiles of purchases will be dec 
with m Part IT of this -work At this stage it will be well 
use the first method a 1 - being liest adapted for conveying a fi 
recoid of the ti ansae turns 

Tiansa< tions of Joseph Moiodith (continued) 

Tt KCHASKS 1)\V HOOK Fiksi Mitiioi> 
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The space at the left hand side is used foi the Ledger folio 


According to the Second Method tho transactions would b$ 



PURCHASES 1MY BOOK 
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( « ilaslntls 

7 

25 

13, 


S 

i J 
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Actoiding to tin Third Method the Liansactums would 1 

itoied as follows 


(JL'ARf) BOOK PORCH VSES 


The Lit oh < s are ncathj fofdid and pasted here thn/ 
art not oj uniform sr.t ) 


( )gilvu , Sons & Co 
4 th Jinn, I'HIl 
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tj. !<i 

25 1 13 0 


Wailiam Woollt n Co Ltd 

S th Junty 190J 


8 | 28 4 4 


Ha} woi th, Bom ne & Son 

20 th hum, 1901 


91 9 ) 6(8 


Drowitt Bios 
28 th June, 1901 


NOTI^-When this Book is used the Invoices should he 
wsted only on one side of each leaf otherwise the Book wiB 
> more difficult to handle 


10 


J 7 4 0 
|| 70 8 0 




The Puichases Day Book having been entered up (accoidn 
to the First Method), is posted in the following manner 

The amount of each purchase is entered in the Ledger on ti 
credit side of the seller ’s account, and the Purchase Book tol 
number, or the number of the Invoice is written m the Ledger 
(the latter plan is often useful, as it facilitates lefei ente to tl 
actual Invoice, if it is adopted, a column foi the Invoice 
must be added to the hist form of Purchases Da\ Book) T1 
Ledger folio numbei is written in the Purchases J)a\ Book, i 
the column provided It is, as a gcneial 1 ule, unne< essaiv 1 
repeat in the Ledgei the details of the transaction, the postin 
being done m a concise style 

1 001 t s ,/ 

June 4th By goods I 1 ‘35 Id 0 

At the end of the month the final total of pun hast 
is posted to the l)r side of an account in the Ledgei calle 
‘‘Purchases Account” (to be eventually earned to the I>i side ( 
the Goods Account), the respective folios being nisei ted as befoit 
When all this posting lias been completed, the Ledgei wil 
;ontam, as far as tins mattei of purchases is concerned, an equa 
unount on each side, m/ , a number of items on the Ci side o 
various sellers’ accounts which are equal in amount to the iten 
in the I)r side of the Purchases Account 

The Purchases Day Book is not so difhcult to keep as the 
tales Book, as the former is written up from the invoices whicl 
lave been received \ whilst the latter is written up hejote tlu 
'reparation of the Invoices which are to be sent out A s 
lentioned above, care should be taken to see that Invoice^ 
ccompany all goods leceived, that the Invoices aie conect m all 
etails, and that only one invoice is leceived foi the same parcel 
f goods It sometimes happens that an Invoice is sent back to 
sendei for correction, and a new or “corrected Invoice” is 
jceived m its place and occasionally, both the original and 
rrrected Invoices have been entered m the Puichases Day 
ook in respect of the same goods 
Cash purchases, or purchases of goods for which cash is paid at 
le same time, should not be entered in the Purchases Day Book 
In most businesses these are of small amount, and m the 
>apter on the Cash Book an explanation of their treatment will 
given, 

No entnes of the transactions appearing m the Purchases 



KXKHOISr 14 


Enter in i Puuhases Raj Hook (avoiding to tin hist method) tl 
ollowing purchases of Edwud Vluiustone, IioiiToundei -Apnl did, 190 
fimson, Diuce k < V> 2 tons 10 t w t best coke (tv 2.V ton, £3 2s hi 
(pul 6th, Smalley Rios 10 tons haul steam coal (o 14/ t< Apnl I2tl 
VirumftSons 2.7 tons No lCle\ eland iron (a 46/ 177 1IK April 17tl 
lifted Sharplev -10 tons 7 <wt Scotdi non (“Two Stais ’) (a )lj 
27 ds 3d Apnl 20th, Noitln rn Sandstone Co 12 tons hiu sand ( a 1/ 
nd 24 tons loun (a 0/ , tl ) 16s Apnl 2bd, Cuddcsdon k To -TO toi 
Iiddlesbrongh C M R non (<r 41/ ,1107 10s Apnl 26th, Joseph Plumim 
2 tons English ltad (a 112 6s 8d , 124 13s 4d 


EXERCISE 13 

Wntt out oil scpaiaO sheets of paper the Imones representing th 
Mowing pun lusts of Pei kins Rios , Stationers, London and fasten ther 
ito a Puk liases RavRook according to the third method described 
d June, 1901, J Todd k Co Ltd, II, Paik Street, Rnmingham l 1 
ols< ap tolio ledgers (6 ([lines, simple) (a) 2/10, 10 foolscap folio ( ash book 
!o l)(a) 1/1, 7 gloss small memo books 9/ U gloss 6th June, \ W 
iIki, Queni Vic to n Street, London, EC- I gross diawmg pernil 
[o !!) (cc 8/7} gross 6 doz large red copi mg pern ils, 2/9 pci do/ 41 do/ 
R pencils, d/l(H gross, 9 do/ spenal shoithand pernils (a I/d doz 
h June, W H k A Townson, 15, St Josephs Plaie, Manchestei 
learns white blotting (<?' 12/8 per ream , 2} reams royal court 8\o smal 
»te (a 5/ , 1| reams loyal < unit note (a) 5/6 , 2,000 envelopes (w 9/3 pci 
)00 500 cash envelopes (c/ 8/6 per 1,000 , 20 do/ large flax envelopes (or 
d doz , 100 document envelopes (a 2/6 doz 13th June, Janies Slicei 
d Sons, Hall Cate Woiks, Leeds- d quires foolscap stencil papei (a 2/ f 
r quire , d quires do (a) 2/d per (pure , 10 quires cyclostyle stencil piper 
1/10 quae, 24 quires do (brief si/e) (e 4/3 quite 



CHAPTER X 

Rfiukns Rooks 

Hoods whi<h have Imhml delneied to, and chaig»d against, 
customei are occasional]} sent back 01 “returned” b\ him f 
various icasons, and such ti ansae turns ait* a frequent sointe 
worn and annoyance in business 

The leason why the goods aie returned maybe eithei th 
their quality is not so good as the sample submitted when tl 
urdei was given , m that the price charged is more than the buyi 
xgreed to pay, m that the goods weie not deh\ered withi 
i specified time, and the delay pi evented the buyei fiom deahr 
with them as he expected to do, m that the goods weie new 
rrdered 

Hoods are sometimes returned foi anothei reason the selk 
nay have become doubtful as to Ins chance of being paid foi th 
roods at the due time, and he may therefoie he willing to cancc 
he bargain and receive lus goods back again lathei than meu 
isk Rut if a trader knows that he himself is insolvent it i 
llegal for him to return goods to any particular a editor, as sucj 

dealing gives that creditor an undue advantage over the otlie 
r editors 

When a dispute arises between the seller and buyer of good 
*om the foregoing or other reasons, it is often settled without ai 
ctual return of goods, but by means of an “allowance” Thr 
leans that the seller agrees to make a i eduction in Ins charge 
ir the goods in question, and this reduction or allowance v 
icepted by the buyer 

The “returns” which an* most frequently met with in piacticc 
e empty packages (cases, bags, boxes, bottles, casks, «fcc ) which 
ive been charged for by the seller, but which he agrees to take 
tek again when empty and to allow foi, either at the full price 
larged or at some smaller stated amount 

In a trader’s accounts the goods which a|e returned to him 
r his customers are called Returns Inwards , the goods which 



RETURNS INWARDS ROOK 


Returns Outwards “Allowances,” or reductions of price, a 
tieated m the same wa) and entered in the same book as tl 
actual 1 etui ns 

The Returns Innards Booh contains the original entry of tl 
trader’s goods letuined by his customers Its Jorm is exact 
srmilat to that of the Sales Day Hook, although usually its si 
is much smaller The entr\ in this book should contain cletai 
m the same inannei as the* Sales Da\ Book entry, \i/, the da 
of the leceipt of the goods, customeTs name and addles 
description, weight numbei or quantity ot goods, and the pru 
ot each article, with amount ot value of the goods returnei 
Then* should be added a note ot explanation of the reason wli 
goods have been returned Oaie should be taken that the gooc 
have actually been received fiom the customer befoie the retun 
ue entered 

The following is the Returns Inwards Book of Josep 
Ueiechth 

RETURNS INWARDS ROOK 
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Each day when the Returns Inwards Book has been written 
), Credit Notes are piepared and sent out to each customer who 
is returned goods 

The Credit Note is a copy of the entry in this book written 



clearly distinguish between an Invoice and a Ctedit Note, 
latter is usually printed in red ink 

The object of issuing this note is to tell the customei exac 
what quantity of goods ha\e been received from him, or w 
allowance has been made, and by what amount his account 
thereby credited m the sellei s books 

The Returns Inwards Hook is “posted” in this wav 
total amount of each entiv is enteied in the I^edgei on the 
ude of the customei ’s account “ By Returns ” o? “ B\ Allowanc 
md the Returns Bcjok folio mimbei i" written in the Leclu 
Hie Ledger folio number is wntten in the Returns Book in 1 
.pace at the left-hand side, in bold figines At the end ol I 
nontli the total of Returns Inwaids is posted to the' Dr side 
he Sales Account m the ledger, the* res pec live folios hei 
riser ted as before 

In respect of these ti ansae turns the Leclgoi now contains 
qual amount on each side, \i7 , several items on the Cl side 
ustomer’s accounts, and an equal amount on the Dr side 
ales Account 

The Returns Inwards Book being used, no entiles of i 
*ansactions will be made m the* Journal 


T}w> Return* Onhwwd * Jiool contains the oiiginal entnes 
rods returned by the trader to the peiions from whom the 
ere bought, or of allowances winch he is entitled to claim TJ 
)ok is usually in the same form as the Returns Tnwaids Boo] 
id the entries should lie made m a similai mannei. adclm 
memorandum of the mode of delivery in the case of an actui 
turn ot goods Although these transactions bear son 
semblance to “sales,” yet they should be carefully distmguishe 
im the entries of sales, as they really represent a reduction i 
e purchases of goods, and not an addition to the sales 
The Returns Outwards Book being written up each da} 
bit Notes are prepared and sent out to each person whos 
3ount is affected The Debit Note is a memorandum containing 
opy of the entry, and is sent out m order to inform the seller o 
5 goods exactly what goods have been returned to him, a ml a 

7 . i a . _n. _ _i i i. i _• rm.* i: 



Invoice form mav be used for this purpose, but the words “Dot 
Vote should be wiitten at the top in otdei to draw attention 
the piecise natuie of the tiansaction set foith 

The Hetums Outwards Book is “posted’ as follows ~T1 
total amount ot each entry is written in the Ledger, on the D 
>ide of the personal account “ To Returns ” or “ To Allowance 
and the Retuins Book folio number is written in the Ledge 
Fhe Ltdgei folio number is written in the Returns Book m tl 
4 >ace at the left hand side 

At the end of the month the total of Returns Outwards 
>osted to th* Ci side of “Pui chases Account” m*the Ledgei 
he respective folios being inserted as before 

For “Returns Outwards” the Ledger now contains equa 
mounts on raili side, viz, on the Dr side ot personal accounts 
nd on the Ci side of Pur chases Account 

No entries of these transactions are marie m the Journal 


The following is the Retuins Outwards Book of Josepl 
leredith 
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EXERCISE 1(1 


Mftke calculations and ret onl the following i etui ns and allow am 
towards and outwards) of Hcm\ Willard, Cloth Merchant, m twoRetur 
Books - April 3rd, 1901- Returned to Jameson k Small, 1 piece Mcltc 
Id yds , 4/6 (wrong shade), and canvas, 7/6 Apnl bth-Retuinul i 

Williams k Rhodes, canvas, 3/6 April 10th -Returned to Blakej Broi 
l pieces blue serge, 74 yds each, (a i/2 per }d Apnl 13th- Allowed I 
Northern Woollen Co Ltd foi short measure in Cheviot, 30/ April 17 
-Allowed to Kempson k Kaye for stains m cloth, 10/ April 20th 
Returned by Carter 4 Co , 24 }ds flannel (not oidered) (a) 1/2 Apnl 22i 
-Returned to Hudson k Leigh, 6 pieces (70 yds each) worsted (fei 4/* p 
d (badly dyed) April 24th -Allowed to Dawson k Dale for o\e 
ueasure, 15 /• April 25th — Returned to Maynard k Sons, 36 yds toatir 
% 4/9, at their request Apnl 29th Allowed to Simpson k Sttel f< 
imaged cloth, £2 10s 


EXERCISE 17 

Make calculations and record the following retuuiH and allowance 
uwards and outwards) of tilt Retail Boot Co m two Returns Books - 
[ay 3rd, 1901" 3 empty mates {a, 10/6 each returned to Bailey Bros 
[ay 7th -•'Allowed to Jas Haimon tot had sewing, 21% May 9th — 1 pui 
toes returned by Thos Jackson (wrong size), 15/6 May 13th— Returnee 
npty case to Walker and Co , 5/6 May 15- -Returned 1 do/ men' 
o 7 12/3 to Walker and Co May 18th -Allowed to Hy Kaye 

inference on exchange), 2/ May 22nd -2 pan shooting boots leturncc 
r Col Newoome (misfits), 35/ and 38/ May 23rd— Returned 6 boxes t< 
ardley Bros (w 7/6 Mav 25th— Returned by Geo Holmes— 1 pair slioei 
snt him in eiror), 14/6 May 27th-jRetumed by Miss Lamond, 1 pan 
oes (not ordered), 10/6 May 28th- Allowed Benjn Bradley for erroi 
)j charged, should be 22/6), 2/6 May 29th— Returned empty orate tc 
iley Bim, 8/ May 30th — Returned by Dav id Frankland, 1 pair boots, 
/6, on account of late delivery 



CHAPTER XT 
Cash Rook 

The Casli Book is the lK>ok 311 winch the original entries 
the teceipts and payments of cash are made, it being moonveme 
in pi ar tic e to lecoid the tiansactions m the Jouinal The Ca 
Book is mote complex than the books already described, a 
should be closely studied, < ommenting with the simple form a] 
proceeding to the moie elaborate First let us explain what 
meant by the word “ Cash ” in this connection Cash includ 
coin (gold, silver, copper), bank notes, cheques, post office ordei 
postal orders, and bank drafts (Bills receivable are exclud< 
Prom this category, and will be refer red to in Part II ) T 1 
student should bear in mind that, whilst the Cash Book 
general \y used as a veiy convenient place foi recording oth 
transactions, its proper function is to exhibit a cleat account < 
the leeeipts and pa} merits of Cash 

LIST OF CASH TRANSACTIONS 


19Q1 


£ v 

d 

Jan 1 

Received from Skelton & Son 

24 10 

0 

n 3 

Paid to Hy Bottomlev 

15 9 

0 

n 10 

Received fiom Bradbury Bios 

18 15 

3 

„ 14 

Paid to Pioctor <fe Co 

24 9 

0 

„ 18 

Paid to Walter King 

2 10 

0 

n 23 

Received from W W anile 

13 19 

2 

„ 25 

Received from Joseph Wood 

8 14 

8 

„ 28 

Paid to R Storey 

{ 12 

0 

„ 29 

Paid to Geo Durham & Co 

1 18 

0 

„ JO 

Received from Beni Brown 

4 19 

8 

„ 30 

Received from Taylor <fc Smith 

11 10 

0 

31 

Paid to Alf Middleton 

7 15 

3 


These transactions are shown m the following Cash Book 
Inch is arranged in the simplest form, the left-hand page bein$ 
ied for entries of “ Cash Received ” and the right-hand page for 
itries of “ Cash Paid * f This form is the same as that of th* 
wh <&ccOufct described in Chapter I, with the additions ©< 



CASH BOOK 


1 

Jz)r C> L 


' 


; 1 

| 1 

" j-2 _ 



101 


3 d 

j 1901 

J 

£ 

s 

1 To Skelton & Son 

24 10 1 0 

| Tan 5 

Bj Jff\ Bottomlev 

15 

9 

10 

„ Bradbury Bros 

IS 15 < 


,, Biot tor it Co 

24 

9 

28 

„ W Warclle 

13 19 2 

1 18 

,, Waltei King 

2 

10 

25 

,, Joseph Wood 

, 8 14 H 

| 28 

,, H Stoiey 

3 

12 

80 

„ Beni Brown 

1 4 19 S 

i 

,, t»eo Durham 




,, Taylor & Smith 

1 11 10 0 

1 1 

and ( o 

1 

18 



! I i i 

1 il 1 

,, Alf Middleton 

7 

15 



1 1 i 

1 1 1. 1 

„ Bal nice rai 





i > 

i 

ned down 

20 

14 



1 82 1 81 9 

1 1 


82 

8 l 

31 

To Balance 






1 

_ 1 

brought down 

1 20 14 1 6 j 

1 j 

l 




The Cash Book should be entered up immediately a trails* 
,ioft takes place, and the money columns should be added up ai 
carried forward until the tune of “ balancing ” (say monthl 
drives Both sides of the Book are paged alike, and it will 1 
ound in actual practice that the number of items on one side 
lie book is greater than the number of items on the other sid 
isually the “ Receipts ” are more numeious than the “Payment'' 
nd when, for example, page 1 is filled up with entiles of iweijt 
he entries of both receipts and payments should be lesumed < 
age 2, instead of using page 2 for receipts and page 1 for pa 1 
lents the reason being that the dates of the entiles on bot 
ides should correspond, so that the “ balance ” at any particuk 
ate can easily be ascertained 

In the above example the Cash Book is “ balanced ” and rule 
ff at the end of the month In some cases it is better to do tin 
weekly,” and in other cases once a quarter is enough Bu 
hether the Cash Book be balanced weekly, monthly, quarter!} 
annually, there is another operation which should always b 
jrformed “daily” le, the comparison of the Cash Book wit] 
ie actual cash m hand This is a matter which, if neglected 
ill most certainly lead to error, and probably loss It is no 
'Oessary to add up the Cash Book m ink for this purpose, bu 
note of the totals mav be made on a memorandum si id ai 



J3 Jan 1901 


d. * <1 £ h d 

Or 07 4 r > INoti* 0 0 0 

Or 42 8 6 Gold 9 n 0 

Silver 1 15 H 
< oi»jm r ooi 


Baliiu « 14 15 11 14 11 11 


On the 23rd January the actual money in the Cash Boc 
is found to agree with the “Cash Book” balance the slip 
retained until the Cash is agreed next time, when it is destroys 
and replaced by the new “ slip ” 

The Cash Book entiles arc posted to the Ledger in this way 
the items on the Lh side ot the Cash Book aie entered on tli 
Ci side of the piopei account m the Ledger — “By Cash”- 
tnd the Cash Book folio number is written m the Ledger Th 
Ledger folio numbei is wntten in the Cash Book m the colum 
provided The items on the Cr side of the Cash Book ai 
uiteied on the Dr side of the piopei account in the Ledge 
‘To Cash,” and the respective folios aie written as befoie 

Speaking of the two sides of the Cash Book as Dr and Cr 
ides indicates some resemblance to a Ledger Account That 1 
ust what this book represents, viz , the “ Cash Account ” kept u 
, separate volume for greater convenience Besides bein< 
. book of original entry, like the 8ales Day Book and Purchase' 
)ay Book, it 'reives all the purposes of the Cash Account, anc 
lecomes, in fact, a portion of the Ledger No other Casl 
Lecount is therefoie necessaiy, and the effect of using this book 
i the marine! indicated is to dispense with all Journal entries of 
ish, and w x th the “ Cash Account ” in the Ledger itself This 
Ring the case, the balance* of the Cash Book, at the time of 
bsing the books, must be treated as though it were a Ledgci 
.ccount Balance, and must be set forth m the Tnal Balance 

It will be obvious m regard to cash transactions, that tin* 
rubWentry principle is followed throughout, each transaction 
volvihg a Dr entry in the Cash Book and a Cr entry m the 
edger, or vide-verm 

The student having become acquainted with the simple Cash 
K>k, may now learn how its use is extended for the sake of 
nvemence, and the hist mattei to be explained is “Discount ” 

us fan'll! iv nffain nvf»d m t*ftfprpnr*tt tn twn vf»rv diflfwr#»nt thmrrs 



reduction in the nominal price of goods bought or sold, it 
usually stated as a reduction upon the Invoice, and is n< 
dependent upon the question of date of payment for the good 
We are now dealing with Cash Discount, which is an allowam 
made to a person m consideration of the fact that the ainoui 
owing by that person is paid punctually — 1 e , either upon < 
before the date when the money is due A B buys goods froi 
C D. on 1st January, £100, and is allowed to take a month 
credit, with 2£% discount On 1st February he pays £97 10s 
and the balance or difference, £2 10s, is the discount Tn tl 
Ledger of C D the accounts of A B and of discount will stan 
as follow — 

A B s AfXHJUNT 

Dr £ « d ( V i * rt 

Jan 1 To goods 100 0 0 Fob I By cash 07 10 0 

,, 1 ,, discount 2 10 0 

100 0 


DISCOUNT ACCOUNT 

Dr £ s d ( 1 r 

Feb 1 To A B 2 10 0 

A B having discharged Ins debt promptly, C D is placed n 
►ossession of the use of the £97 10s cash, and is relieved fron 
isk of loss of the debt C D receives this “value,” and hr 
Discount Account” is therefore Dr, A B becoming a Cieditoi 
or that amount 

The effect of discount transactions is as follows — 

Discount allowed by the trader Discount Account Dr 
Personal Account Ci 

Discount allowed to the trader Personal Account Dr 
Discount Account Ci 

o sepaiate book of original entry is requned for these trans- 
itions, for this reason . in almost every instance of a discount 
ansaction a cash transaction takes place with the same person 
the same time 

This being so, the shortest way of dealing with discounts is to 



that m the transactions mentioned on page 67 the follown 
discounts were allowed by or to the trader (the amounts of ca 
remaining as before) — 

£ * d 


Jan 10 Allowed to Bradbury Bros 
„ 14 Allowed by Pioctor & Co 

,, 23 Allowed to W Wardle 
,, 29 Allowed by Geo Durham Co 
,, 10 Allowed to Taylor & Smith 


1 4 9 discount 

11 0 „ 

5 10 „ 

2 0 

10 0 „ 


The Cash Book would be utilised to record the discounts 
below — 


CASH BOOK 


Dr Cr 


1 

1 

I 

1 Disc nt j 

1 

1 


iDisc’nt 

| 4 

9 01 

1 

I fcN 

d I A s 

d 1901 

1 fii « 

d 


i 1 To Skelton » i son 

1 I 

I 24 10 

i 0 bin 

1 5 

B> Hn Bottomkv 

I 1 


f lfi 

10 

, Bmtlbun Hi os 

l 1 A 

t 9 18 15 

, 1 

IP Prmtord/to 

,11 

0 

,24 

21 

„ \\ W<u«iU 

1 5 

ilOl 13 19 

I 2 

118 

,, Wultei King 

I 


1 2 

25 

,, Joseph V\ ood 

1 

, ,814 

8 

28 

H Storey 



1 2 

10 

, Him Blown , 

1 

1 i 4 191 8 

291, (fto Durham 

1 



TO 

, I *> loi A smith 

10 

' o 1110 

0 


and ( o 

2 

0 

1 1 






U 

„ AIM Middleton 

) 


I 7 






n 

,, Balance earned 




i 

| 

J 


1 1 



dow n I 

1 


26 


I 1 

2 0 

,yi 8 

9 



13| O 1 

82 

T1 

,, Balatue brought 1 I 

1 


1 

I 



1 


1 

down 

! 

1 26 14 

6 



1 




Goods weio sold, say, on 12th December, 1900, to Bradbur 
iros, £20 After they have paid cash on 10th January, 1901 
he ledger Account will appear 

BRADBURY BROS 

1900 £ s d ! 1901 £ i d 

>ec 12 To goods 20 0 0 , Jan 10 lty cash 18 15 ? 

,, discount 1 4 $ 

£20 0 0 

The other transactions, including discounts, would lie posted 
k the same way The discount column on the left-hand side of 
ie Cash Book contains the amounts of discount allowed by trader^ 



column on the right-hand side of the Cash Book contains t 
amounts of discounts allowed to the trader , the total is insert' 
at the end of the month No “ balance ” of these two totals 
shown, as m the case of cash, but each total is posted to the 

DISCOUNT ACCOUNT 

1901 C B £ h d C B € s 

Jan 31 To sundries 1 2 0 7 Jan 31 By sundries 1 13 

The “double entt} r ” is thus completed, the items making i 
the £2 Os 7d having been posted to the Cr side of “Sundi 
Personal Account m the Ledger and to the Dr side of Discoui 
Account -the 13/ having been posted to the Di side of “Sundi 
Personal Accounts” and to the Cr side of Discount Account 
Tf the discount items amount to a substantial sum it is ofte 
)f advantage to keep two sepaiate Discount Accounts, one fc 
‘discounts allowed ” and the othei foi “discounts leceived ” 
Occasionally an item of discount is to be lecoided when n 
ash transaction occurs a small difference* may arise between th 
rader and his customer, which is finally settled by the amoun 
n question being allowed as discount In that case the itei 
uay be entered in the Cash Book in the discount column only 


The Cash Book includes entries of transactions between tin 
tader and his banker 

In the next chaptei we shall see how the Cash Book is stil 
nther modified m order to deal moie conveniently and readih 
r ith bank tiansactions At present we will lecoici these in the 
mplest way — l e , money paid into the bank is entered as t 
[•edit “By Bank”, money drawn out of the bank entered as t 
ebit “ To Bank ” , and if a “ cheque ” is drawn and handed over 
> any person, the item is entered on both sides of the CasI 
ook, viz , as received ft om the hank, and paid to the person 

Goods sold or bought for cash, called “ Cash Hales ” and “ Cash 
urchases,” are entered in the Cash Book, and posted therefrom 
• the Hales Account or Purchases Account in the Ledger If 
icse transactions are of daily occur lence and numerous, the) 
ay with advantage lx* entered separately in a small subsidiaiy 
ish Book, and only the daily or weekly total enteied m the 



J5g&£: 


1901 

June 1 

„ 4 

„ « 
„ 8 
„ 8 
„ i(J 
„ 11 
, 11 
„ 12 
, 13 
,, 14 

„ I"’ 
„ 17 

,, 18 

22 
22 
24 
„ 2b 

„ 29 
„ 29 
oq 

,, 


CASH TRANSACTIONS OF JOSEPH MEREDITH. 


Cash m hand brought into busi 
ness by J M 

£ 

50 

* 

0 

d 

0 


Received from Henry Ashbourne 
and Sons 

6 

lo 

0 

allowed dis , 3/6 

Paid into the Royal Bank 

45 

0 

0 

Sold t loth for cash 

o 

0 

0 


Paid wages 

T 

15 

0 


Paid Oguv ic, Sons&Co by ( heque 

24 

8 

0 

received dis , tl 5s 

Drew from bank 

10 

if 

0 


Paid to Joseph Meredith 

IS 

0 

0 


Recti ved fiomThos Chambt is 

10 

10 

0 

allow* d dis , 8/4 

Paid into bank 

15 

0 

0 

Sold t loth for t ash 

(> 

h) 

0 


Paid wages 

1 

J 7 

b 


Paid War ham Woollen Co Ltd 
by cheque 

12 

10 

0 

received dis , 6/8 

Received from Scott & Kmgslt v 
on actount 

5 

0 

0 

Sold doth for cash 

t 

15 

b 


Paid wages 

1 

10 

0 


Paid into bank 

10 

0 

0 


Paid lor warehouse tut nit urc bv 
i heque 

IS 

0 

0 


Sold cloth for t ash 

12 

4 

0 


Paid rent 

b 

10 

0 


Paid wages 

1 

12 

() 



The following is the Cash Book ot Joseph Meiedith — 


CASH BOOK 


J Dr __ 

"l90l" ~~ 

me, l|ToJosephMeredith 

(Capital A/t I 11 
„ H Ashbouim 
and Sous 
, ( ash Sales 
, Royal Hank 


1 

14 
12 
12 

„ Thus (hamhtis 3 
„ ( ash Saks 14 
„ Royal Bank 12 
„ Niott*Kingsl<y 4 
„ Cash Niles 1 1 
,, Royal Bank 12 
,, Cash Sales 11 



1901 

Junei 4 By Royal Bank 
I $1 „ Wages 
1 10! „ Ogilvie, Sons 
i and (/o 
!l0 ,, .Joseph Meredith 
,, Royal Bank 
„ Wages 
„ War ha m 

Woollen Co 
Ltd 
„ Wages 

34 ji Royal Bank 
iMiimtuie 
Rent 
Wages 

Balance tamed 
down 


Led 19, 




KXRHCIMK 18 

Writ* tip in the Cash Hook (according to the examples gnett 
age 73) the following transactions of Raj ph Tiiormwkoft - 

1901 Inf 

hn 1 Cash in hand at commencement N't 10 h 

1 

„ 3 Paul to London City k Midland 

Bank, Ltd 70 0 0 

„ 7 Received fnmiWIutt head k Co 24 13 0 allotted ills 12/4 

„ 8 Paid to Janies Pnamd .11 15 0 leieiveddis 25/ 

„ 11 Sold goods for cash 910 3 

„ 13 Paid to bnk l.i 0 0 

„ 15 Received from Hy Monteith 1 12 0 
„ 17 Paid to l)a\ idson Bi os by cheque 4010 0 rcieiveddis .10/ 

„ 18 Paid Eade k Co Ltd 2 7 I) reieimldis 2/6 

„20 Received from Easthams Hons 12 3 9 allotted dn 6/3 

„ 22 Sold goods fort ash 1 11 8 

„ 25 Paid tiade expenses 514 3 

„ 27 Received from RawlinsoniSykes 2110 0 allowed dis 10/6 

„ 29 Received from Laird k Co .1 15 0 allowed dis -/9 

„ 30 Sold goods toi cash 1 15 4 

n 31 Paid to hank 32 0 0 



EXERCISE 10 

Write up in the Cash Book, balanced monthly, the following transfl 
»ns of Thomas Waii.es 

m £ s d 

nil I Cash in hand at commencement 19 15 6 
Received from Wm Pratt A Sons 

(on account) 15 0 0 

, 2 Paid to Union Bank, Ltd 15 0 0 

, 7 Received from Jonas Smith 5 2 1 allowed dis 2/7 J 

, 10 Paid to Keen & Sons by cheque 

on Union Bank, Ltd Id 8 7 received die 11/8 

Paid for Petty Cash 5 9 1 

, 11 Received from Union Bank, Ltd 10 0 0 

, 22 Recen ed for ^ash sales 2 3 11 

Paid to Union Bank, Ltd 2 3 11 

Paid to T Gill & Co Ltd 8 7 uccived dis /3 

, 30 Paid foi wages 0 5 0 

y 3 Received from Allison Ltd 1 11 2 allowed dis /9 

, 9 Received from Hy White A Co 1> 10 4 allowed dis 7/3 

Paid to Frundle A Booth by 

cheque on Union Bank, Ltd 5 2 J 

Paid to Geo Brayshaw by cheque 

on Union Bank, Ltd IS 3 1 received dis 9/1 

23 Received for cash sales 4 I 8 

29 Received from k Wni Mawson 27 13 0 allowed dis 13/9 

Paid Union Bank, Ltd 27 13 0 

31 Paid for Petty Cash 4 3 7 

Paid foi wages 9 5 0 

Paid J Gunston for quartei s rent 10 10 0 
e 4 Received from Joseph Ely, Ltd 4 9 2 

(j Received from Hj Thompson 

and Co 17 3 0 allowed dis 8/9 

Received from Tacques& Co Ltd 5 8 0 allowed dis 2/9 

7 Paid to Union Bank, Ltd 27 1 11 

Paid annual subscription to St 

James's Institute 10 0 

24 Received for cash sales 3 8 11 

Received from Blown A Co 1 2 3 

Paid to Tlionias Bros , by cheque 

on Union Bank Ld 14 lb 5 rueiveddis 7/7 

Paid to Pratt A Trees by cheque 

on Union Bank Ld 2 17 received dis 1/5 

Paid to Hillam, Mathews A Co 

by cheque on Union Rink Ld 9 8 2 

30 Paid for wages 9 5 0 

l _ i i n iq r 



CHAPTER XIJ 

Tiik Cash Book— continued 


The Cash Book is frequently used not only to record tl 
receipts, payments, and discount transactions, but also to exhib 
m separate columns the account between the trader and h 
banker Nowadays, almost eveiy trader has a Banking Accoun 
largely m consequence of the growth of the number ot banks w it 
branches m outlying districts , the use of cheques as a means < 
payment has enormously inci eased, and the gieatei convenient 
and safety attendant upon the employment of Banks is moic full 
recognised 

When Bank ti ansae tions are only few in numbei, the Ban 
Account may be written up m the Ledger in the same mannei a 
any other peisorial account, but if the bank transactions at 
numerous, the labour of posting to the Ledger is avoided b 
adding two money columns to the Cash Book and keeping tin 
Bank Account m those columns The form of the Cash Bool 
arranged for this pin pose is - 

CASH HOOK 


D, Cl 



In the money columns the headings are inserted Dr and 
Cr m order to show more clearly the use of the columns 
Strictly speaking, the title of this book should be now not “ Cash 



The bank column on the left-hand side is to contain t 
mounts “paid into the bank,” and foi winch the bank is I) 
including interest allowed by the bank) The bank column ( 
he right-hand side is to contain all amounts “ paid by the bank 
r “drawn out of the bank” (including interest, commission, <fcc 
mrqed by the bank), and for which the bank is creditor 

ft money is paid into the bank out of the cash in hand, it 
> he entered on the Di side (hank column) as paid to bank , an 
so on the Ct side (cash column), as paid by the cash 

If money is drawn from the bank foi the use of tash f it is t 
k entered on the Dr side (cash column) as paid to cash , an 
so on the Cr side (bank column) as paid by the hank 

The following examples should be compared with the Casl 
Kik shown below as illustrations of the mode of dealing witl 
eh kind of transaction 


101 


£ 


d 


£ 

8 

d 

lit 1 

Alfred Darwin commenced with 









cash m hand 

200 

0 

0 





, 4 

Paid into hank 

ISO 

0 

0 





, 0 

Received from Raw son & (Men 









(which is paid into bank) 

76 

0 

0 

disc ount 

4 

0 

C 

, 8 

Paid J Metcalfevheque 

r )8 

10 

0 

discount 

1 

10 

(1 

, 10 

Paid Palmer Bios cash 

14 

17 

b 





, 12 

Revived from Holt & Sons and 









paid into bank 

,r> 

0 

0 

disc ount 

2 

0 

0 

14 

Paid T Greenwood & Co cash 

20 

0 

0 

discount 

1 

0 

0 

15 

Drew cash fiom bank 

15 

0 

0 





18 

Paid Brook shank Bros cheque 

142 10 

0 

discount 

7 10 

0 

20 

Paid for horse, cash 

24 

0 

0 





24 

Received from Wormald & Son 









cash 

2 10 

0 

discount 


1 

6 

29 

Bank allow interest 


2 

6 





29 

Bank charge commission 


5 

0 






(Set Cash Rook, p 78 ) 



CASH BOOK 






9 


CASH ANT) BANK ACCOUNTS ^ 

Explanation of the above enti ic>s — 

June 1 ,£200 Cash in hand entered m “cash” column, th 

money being received by the business 
,, 4 £150 Entered on both sides — the bank tecez ves, th 

cash pays (bank Dr , cash Cr ) 

„ 6 £76 The bank receives this (bank Di ) 

„ 8 £58 10s The bank /xiy* this (bank Cr ) 

„ 10 £14l7s 6d The cash pays this (cash Cr ) 

,, 12 £35 The bank receive* this (bank Dr) 

„ 14 £20 The cash pays this (cash Ci ) 

„ l r > £15 Entered on both sides— the cash receives, th< 

bank pays (cash Dr , bank Cr ) 

„ 18 £142 10s The bank pays this (bank Ci ) 

„ 20 £24 The cash pays this (cash Cr ) 

„ 24 £2 lu. The cash receives this (cash Dr ) 

„ 29 2/6 interest allowed by the bank, and shown in the 

Bank Pass Book to the credit of Alfred Darwin 
(bank Dr ) 

„ 29 5/- commission charged by the bank for working the 

account, and shown m the Bank Pass Book to the 
debit of Alfred Darwin (bank Cr ) 


The entries on June 4th and June 15th are ticked ( v ) m the 
>ho column, which indicates that they are each equalised by the 
ntries on the opposite sides of the Cash Book All the other 

n tries are to be posted to the Ledger, the items m the bank 

damns being posted m exactly the same manner as if they had 
cen in the cash column For example, the entry on June 6th of 
76, received from Rawson & Glen, is posted m the* Ledger -- 

RAW, SON A GLEN 

r )t £ e d 

Juno 6 cash* 70 0 0 

„ 0 ,, discount 4 0 0 


When the Cash Book is kept in this form, with bank columns, 
ere is generally no necessity to have any account m the Ledger 



)r Bank but if for any reason it is thought undesirable to sht 
i the Cash Book how the Bank Account stands, the mattei 
salt with in this way An account is opened ,n the Ledg 
imed “Bank Account” and the monthly totals of the tiai 
’ttons are posted thereto from the Cash Book, as below, the hai 
ilumn in the Cash Book being not balanced as in the examp 
veil abo\e, but simply added on each side in the same way 
ie discount columns ate added, but not balained 

BLANKKHIKK BANK1NO CO LTD 

t (' 

01 OB i < (l 100] (']{ i S , 

ne 29 To Sundries 1 201 2 0 June 29 By Sundries 1 210 5 

This Bank Account will tlieiefoie contain monthly entin 
ly, and will lie balanced at the end ot the half-veai oi yeai 



EXERCISE 20 


Write up m the Cash Book, with columns for discount, cash and ban! 
e following transactions of Uriah Heft , balance the cash and ban 
lumns on May 31 st 


K)1 

£ x (1 

£ 

a ( 

iv 1 Cash in hand 

2715 9 



, 2 Paid into the Canterlnuy Bank 




Ltd 

20 0 0 



, 3 Sold goods for cash 

2 9 6 



, 4 Paid advertisements 

4 9 



, 6 Paid by cheque, W Micaubet 




and Son 

n 4 3 

discount 

5 1 

, 7 Received from Steerfoith Bros , 




and paid into bank 

18 10 0 

disiount 1 

10 1 

, 9 Received from Thos Ti addles, 




cash ‘ 

31b 8 

discount 

3 i 

11 Bought goods for cash 

8 10 0 



14 Received from Batkis, Willing 




and Co 

3 18 0 

discount 

2 ( 

18 Paid foi Coals 

1 10 6 



20 „ to sell (U Heep) 

3 15 8 



22 Received from Joseph Creadle 

5 17 0 

discount 

3 0 

„ Received for goods sold 

1 15 0 



„ Paid into liank the last two items 




23 Paid Hy Omer & Son, cash 

3 0 0 



24 Cash drawn from bank 

5 0 0 



27 Paid Spenlow&Jorkinsby cheque 

18 15 0 

discount 1 

5 0 

31 Paid sundty expenses 

216 9 





i'\i rcisl 21 


Write up as m Kxtmse 20, tlu transit t ions of Alfred M dd< 
alaruing tin rash and bank columns al tlu end of each month 


1001 

in 1 Cish m hand 
,, , Cash at hank 
,, 5 ( .nods sold fen < ash 

,, 7 Paid foi goods U\ cdutpu 
, 10 Ktteiwd from 1 lttunci Bios 
and paid hank 

,, 14 Paid cheque to S mil Clnllip 
,, IS Paul Trot wood & Co , cash 
,, 24 Bought goods foi tash 
, 20 Paul foi h\tUKs b\ clutpu 
, SO Cash drawn titan bank 
,, II Paid wages and expt list s 
b 2 Paid gas at count 
, 5 Paid R W.ittibush it Co Ltd 
< herjiu 

,, 0 Bought goods foi t ash 

,, 12 Rett nedfiom H} Spike r <k Sons 
,, 10 Paid Walker & Tipp 
,, 10 Sold goods for cash 
,,21 lie mud from Mali A Shan p md 
paid hank 

,, 20 Paid Artliui Brooks by cliH|iK 
,, 28 Paid wagts and expense * 
u 2 Received from 1 \\ Qiuuion 

anti Co , (ash 

, 4 Received from Walter Ca\foid 
and Sons, and paid huik 
, 7 Paul Poor Rate 
, 0 Alf .Maldon withdraws by i lit (pit 

on bank 

, 12 Cheque drawn for offui (ash 
, J4 J*ai<l agent s commission 
IS Bought goods for cash 
, 20 Recent d fiom Mortal id Bios , 
and paid hank 

, 22 Received from T C Crowthci 
20 Sold goods for cash 
27 Paid, by cheque, Fire insurant i 
Pienuum 

•XI UAnnurArl fwim U W Mourtl/nieo 


t V ,/ 

l - 

n IS 1 


587 10 2 


2 IS 4 


IS It! 0 


114 io r 

Vtount 2 11 

85 10 0 

discount 4 10 

4 IS 0 

dist ount 0 1 

5 1 s 


55 10 0 


10 0 0 


27 10 0 


1 14 1 


210 0 0 

discount II 15 

1 IS 0 


7 10 4 


5 10 0 

discount 0 0 

15 12 0 


40 1 1 4 

discount 2 0 

157 10 0 

discount 7 15 

10 15 0 


7 10 0 

discount 0 1 

1.50 0 0 


2 14 0 


25 0 0 


15 0 0 


12 10 0 


4 17 0 


72 10 0 

discount ‘1 0 

4 2 0 

discount 0 2 

2 11 10 


7 10 0 


f> t n 

dim mint 0 0 l 



Pi I'M Cash Book 


In most businesses there are heijuentlv small payments 
cash tor incidental expenses, and in a large concern these ltti 
are yeiy numeious, and aie often paid b\ different persons m tl 
different branches or departments ot the business [t thereto 
becomes iri(on\enient, it not impossible, to tecotd these peti 
transactions in the chief Cash Book as the\ oeciu, and so tl 
Potty Cash Book is employed tot the purpose Theie are se\er 
systems in votin’, hut only tho 1 x st need lie described hete, viy 
the “Impiest System, n yhich is the most comenient f< 
Inisinesses m yyludi the amount spent m petty cash does not vai 
lo any veiy considerable amount Say the amount usuall 
equrred m a month is £20, the cashier pays this sum to tli 
ndividual who is to ha\e charge of the petty cash, the <£20 bem 
•ntoied in the Cash Book 

1001 i s <{ 

rlan I B\ petty < ash 20 0 0 

nd posted to an act mini in the Ledger as folloyvs - 

THOMAS KlTCHIK(peU) cashier) 

1001 i v (1 

Jurr I To c ash 20 0 0 

Thomas Kitclue (the person in chaise ot the pett} casly 
'coids the daily expenditure of this money in a Petty Cash 
ook (p 84), which is a mmr/ of payments only Say that he 

lends m Januaty £17 15s 9d on 31st Januaiy his book is 

ldod up, and the cashiei hands to him £17 15s 9d , yvlnch is 
iteied in the Cash Book 

1001 £ * d 

Jin 21 By payments pot Pitt) 

(\asli Book 17 15 0 

Thomas Ritchie has noy £20 in Ins hands again, for which he 
mains debtor as pei Ins Ledger Account , this account remaining 



( (juirementh of the business The £17 15s ( Jd is posted fr< 
he Cash Book either to the “Trade Expenses Account” oi, 
lesired, to the vanous sub divisions of tliat account Atcoiding 
he money has lieen expended 

The following is a form of Petty Cash Book arranged to she 
he analysis of the payments into “postage,” “carnage 
repairs,” and “stationery” The number of analysis colunu 
nay be increased to any desirable extent The same procedu 
> observed with each person (if moie than one) who may ha^ 
petty cash ” in his hands 


PETTY CASH BOOK THOMAS RITCHIE 

Analysis 


Particulars 


I 


Amount 
Paul I 


r 


Postage Camigt Repins 


1 ' Stamps | 

2 U indow Repairing 

r > Parcel from Stubbs 
and ( o 

„ New Locks and fixing 
7 3 Bottles Ink 
1 Plumbtr Gas esc ipe 
Postal Wrappers I 

1 Lettei Baskets 

Blotting Paper j 

Cash Book j 

Rubber dating .Slam j. 
Parcels Post 
Repairing Bells 
Stamps 

Parcel to Hailey, Hul 
He rews and Nails 

2 Rulers 

Parcel from liall 
Wakefield 
Whitehead. Joiner 
Stamps & Post Caul 
Parcel to Upper Noi 
wood 

Foreign Envelopes 
Rawlins, Plumber 
Parcel to Williams, 
Huddersfield 
Directory, 1901 
Postal Wrappers andj 
Cards 1 

Parcels Post 


Cash Book, fo 1 


l i 

> in 1 o 

I " 

l\ i 

4 9 

1 0 
2 10 1 0 
! l, « 
K> o 
0 0 


I 1 

1ft, 0 

I 


Station r 

| 


0 4 

1 6 


1 

j | 

i 

1 

j 

1 


1 4 <1 

!j 

|( 




! 7 

1 

1 


1 

1 



i M 



1 

i 10 

\ " 

1 

10 

0 








1 4 

1 


p 

1 


| 4 i 


1 

1 




\ 

, 0 

| 


1 

1 

, 

1 2 1 0 




1 

l 

8 

l| 

1 


1 

1 




1 

8 


1 

0 


1 

1 


] 

1 

1 0 

i 





! 1 

15 

8 

| 

1 


1 


1 16 8 




, 2 
l 

0 

0 


0 

0 

1 


i 






6 

0 




O' ft 






1 

J 

9 





1 




{ 

9 


11 

0 


, 



1 

13 

ft 





2 | 

1 0 





2 1 O' 








12 

6 





! 1 



j 


12 

ft 

1 

0 

0 J 

1 

0 

ol 


j 1 



1 





14 

1 





14 j 1 j 



J 




Il7 

15 

9 

0 

10 

0 

2 

o| 1 j 

8 

10 

0 

2 

15 

8 

1 

1 

— - 1( 

- j 

"■ * I 



In this example it is assumed that Ledger Accounts a 
ipened for postage, carriage, tepairs, stationery, the abo 
wyments will be posted as follows • 

D> (Fo 24) l’OSTAUE ACCOUNT (K« 24) V, 

1901 t » d 

Jan J1 To Petty Cash 1 '1 10 0 

(Fo 28) CARRIAGE ACCOUNT (Fo 20) 

1901 £ t d 

Jan II To Petty Cash 1 2 0 1 

(Fo 15) REPAIRS ACCOUNT (Fo 1») 

1901 £ » « / 

Jan J1 To Petty Gish 1 A 10 0 

(Fo 40) STATIONERY ACCOUNT (Fo 40) 

1901 £ i > 1 

Jan 31 To Petty Cash I 2 15 8 

ie folio of the Petty Cash Book will then be inserted m tin 
tsh Book opposite the £17 15s 9d on 31st Jan, the abovi 
ui debit entries in the ledger equahsii g the one credit entry 
the Cash Book 



KXKRCISK 22 


Write up in a Petty Cash Book the following pajments with tin 
nalysjs columns fui “ Postage md Stationery,” “ Carnage ami “ Sund 
ixpenses,” showing the tot ils 

1901 Ftb 1st (* N H rarnagt, 4/9 2nd, uiu lopes, 3/6, 4t 
tamps, Kl / , 5th, Pauitu s bill, 13/9 6th, paicel to Wtmouth, 2/ 
th, Icttoi book, 4/6 8th puis, 1/9 9th, < lunmey sweep, 2/ , 11th, trs 
lies, 1/ , Pith, telegram, 9d Mth, Clobc Panel Expuss, 2/9, 14t 
dveitisement, 3/10, 15th, ‘Journal of Commute,” V , 16th, stamps, 10/ 
8th, cash box, 7/6 , 19th, pain I to Dmet, 4/6 , 20th inunce forms, 8/< 
1st, foolscap, 3/ , 22nd, post raids, 10/ , 2hd Mid Rlv , carnage, 13/ 
Hth, fiiewood, 5/ 26th, 'uhutisemcnt, 1/6 , 27th, memoiandum book 
I , 28th, paicel to (ilasgou, 5/10 


EXERCISE 21 

Wnte up in a Petty Cash Book the following payments, mth h\ 
lalysis columns for “Travelling Expenses,” “Carnage,” “ Postage an 
elegiams,” “ Hoods,” “ Sundiy Expenses,” shewing totals 

1901 — Mauh 1st, goods, 17/8, 2nd, tacit to New Yoik, 12/6, 411 
amps, £1 , 5th, goods, 15/8, 6th, expenses to Lneipool, £3 10s , 7tl 
&NW Rlj , carnage, 19/8 8th, wivei tisemcnt, 5/ , 9th,ledgei 17/6 
th, expenses to Birmingham, £2 Ns 6d , 12th, stamps, 12, 13th, Post,! 
ude, 6u , 14th, gootL, 14/1 1 , 15th, snbst i lption to Ambulance Fund, 10/6 
th, newspapers, 2/3, 18th, expenses to Leicester, il 17s 3d , 19th 
odb, 12/8, 20th, horse shot mg, 4/3, 21st, fire (xtinguishers, 13/4 
nd, parcel to Southampton, 6/9 , 23id, advutisement, 4/8 , 25th, goods 
'3, 26th, stamps, £2, 27th, expenses to Nottingham, £2 5s , 28th 
st cards, 5 / , 29th, paieels post, 3/5 , t< lephone ti unk calls, 5/3 



OH A PTE J l XIV 


Tllb TiMKrbR 

VW must tuni out attention again to Joseph Meredith's tiai 
actions, which we have followed in previous chapters through t 
books of ()i lgi rial Knti v, and ohseivc how the entries are posh 
into then respective accounts m the* Ledgei, and how tho 
i< counts ate “ < losed ” 

At this stage we aie dealing with the Ledger us one hook ( 
Part II the manna of dividing the Ledgei into several volurm 
will be described), and the following points should he* noticed 1 
connection with the use of tins hook 

(1) Space should he economised It is always an incoi 
lenience when a new Ledgei has to he opened and the accourd 
transferred to it horn the old one \ good book-keepei wills 
mange the accounts and the* methods of luJing off, Arc , as t 
nake the hook last twice as long as it would if caielessl) kept 

(1) As a general iule detail* of goods sold need not he sliovvi 
n the Ledger m posting to the customer s account but in eeitan 
uses it ?v necessary to state* the* details as given in the* Sales L)a' 
look This is especial]) the case in a business vvhete a customei 
■> in the habit of oidenng goods “as supplied on some previous 
ceasion,” he does not always state the exact date ot tho preview 
iilc, and, theiefore, it is probably necessaiv to leter to sever a 
ties to him in or den to find exactly what he requires, and tin 
nee charged, Ax 

(I) Any difference which niayaiise between the tiadei and 
is customei as to discount, i etui ns, packages, ovei charges Arc , 
icmlcl be looked into and scuttles! without delay If the difference 
allowed to remain undisposed of, the chances ot obtaining pay* 
ent become less and less 

(4) The amount of credit given to a customei (as to whose 
ust worthiness tlieie ma\ be any doubt) should he carefully 
itched, and the Ledgei should be letetied to, before executing 
huge order horn him, to see it he is overstepping the amount 
nsidered safe This is one reason why it is so important that 



(5) When a page of the Ledger (say 23) is filled up, and t 
account is continued on another page later on (say 101), the ne 
folio should be inserted m the index The totals of the form 
page should be written m ink (not pencil) and carried forward 
the new page 

(6) In posting to the credit side of the Ledger, it is oft< 
more convenient to place the book from which the posting 
being done on the desk to the right-hand side of the Ledger, ar 
? nce-versd This applies more paiticulaily to the posting from tl 
Cash Book, and helps to pievent posting to the wrong side < 
the Ledger account 

(7) Scratching out, or alteimg one figuie into another, shoul 
be always avoided If a mistake is made, the neatest way is \ 
"ule through the wrong hguie or figures and ic-wnte the (orie< 
imount above 

(8) The folio of the book of ongmal entry should always l 
nserted with each posting in the ledger The nature of tli 
mtry as “To goods ” or “ By cash ’* sufficiently indicates the boo 
rom which the entry comes, so no initials need bo written i 
>rder to describe such books When the posting is fioin th 
Tournal, “ J” may be added in the Ledgei, as comparatively fei 
ntries are Journalised 

(9) The addresses should be shown m the case of persona 
ccounts, and telegraphic addi esses or telephone numbeis <u< 
ften usefully noted also Any definite information affecting tin 
olvency of any customer, such as the fact that he has suffeiet 
>ss by being a large creditor of some bankrupt, should be caie 
illy noted in red ink, also such items as the death oi retirement 
f a partner in a firm, dissolution of partnership, <fcc , may bt 
^corded By attention to these and other similai matters, the 
edger, instead of being a bar,* record of account, may be made 
> afforel a large amount of information, which can be turned tc 
Ivantage when required, without loss of time in searching m 
her quarters 

(10) The Index should be carefully kept, and if the Ledger 
a large one, containing many accounts, it is better to have the 
dex separate, l e , not bound up with the Ledger, 

If the accounts are very numerous, the Vowel Index arrange- 
ant should be used, m order to facilitate the finding of a name 



in six groups, according fco the first vowel in the name (after t 
initial letter) The D page of the index should be entered u 
for example, as follows - 


Daniels Bios 

28 

Denholm & Co 

32 

Dartmouth Colliery Co 

73 

Dewsbury Mill Co 

48 

Dash wood & Son 

140 

Derham & Son 

54 

Dayson, Hy 

198 



Dixon, W 

41 

Donibey & Son 

.38 

Didsbury Co op Society 

59 

Doncaster Stores, Ltd 

46 

Dimple, Josh 

75 

Donaldson, David 

78 

Diamond, Jas 

154 

Dods worth, Thomas 

89 



Dorrington <fe North 

95 

Dunsford & Sons 

23 

Dy inoiul, W <fe Co 

81 

Du Croix & Fils 

25 

Dyewood & Co Ltd 

93 

Durand & Hall 

4*1 

Dyson Bros 

134 

The town may also be inserted if it is found to 

be mor 


onvement, but the index should not be encumbered with fu 
addresses Special arrangements of the Ledger and method c 
lassifymg accounts in various ways will be explained m Part II 


The tiansactions of Joseph Meredith, as stated in Chapter 
r III to XI aie posted to the 

LEDGER 


1 | /)t HY ASHBOURNE & SONS, 7, Arunrld Street, Bradford Cr 


• i 

ij 

1 

| To Goods 

1 |, 0 

s 

! io 

(all 

0 J Tune! 

hi 

4 

| By Cash 

1 1 

£ 

6 1 

S 

13 



II 


i 

4 

„ DlS 

1 

1 i 

1 3 


MITCHELL <fc CO , Mayfield Square, Hull 


19^01 j 


c 

8 

d 

| 19 

01 



< 


inej 5 To Goods 

i_L 

i 

19 

6 

18 

10 

> June 

'! 1 

10 

By Returns 

1 

L 


8 


THOMAS CHAMBERS, S, Cannon Street, Leicester 

1 3 

Cr ! - 

! II £ s ! d ‘I 1901 


£ a d 

To Goods 1 1 “j 10 18 ] 4 ,J June 12 

By Cash 1 

I io io o 



S( 01*1 A IvlViSl IN The Stoies Meat N ti mouth 


10 01 

Tnuc r > ' lo Goods 


<1 10 01 
0 nine 18 B\ ( ish 


\ » 
l > l<i 


OAMI I IMWSON luncs squci< Oth\ 


10 01 

I iiih 1 1 I Jo Goods 


i . S d I 1 >01 

1 il id him 1 I>\ Ri tui its 


1 l ( As BROS l » ( moil Rom < histeituld 


1 Mil I t,s d I 

I mu 0 Jo Goods 1 1 7 6 1 


(Kill Ml SONS A ( (> N it ton i Mills GiG hills 


10 01 

I unc lo to< ish 

Dl s 


1 £ s d 10 01 £ s I 

1 24 S, 0 hint 1 By O mils 1 2 > H 

1 1 >1 0 I , 


]h \\ \RHAM WOOi JIN CO 1 Id Tads 

"JO 01 I £ Is Id I JO 01 

urn 11 Jo Hi turns At l I l r > 7 8 | Jinn B\ (roods 

| 17 ( mh 1 12 10 0 1 

l)is II ’ 0 1 8 ! 1 


II A \ W OJt I II IUX KNl A SON'S Dewslmn 


11101 I *. s d 

| | June! 20 B> Goods 1 0 0 > 


DRI \H1 I BROS ( ulisle 


t s III 'I 1001 I 

1 J d 1 Mill N ! Itv f , muIu 


t H d 
1 ! " I A d 



11 1 

Dr 

JOM* PH MhRhDITH- 

CAPITAL AC< Ol M 

b 

C, _ 

19 

Ini 

i rib 

s' <l| 

lJoi 1 ' 

! 

s 


1 10 

lo ( ish 1 1 is , 

0 0 

Tune 1 Bv ( it**h 1 

so 

1 0 

Junej 


1 M 

1 

1 „ ,, Goods in f 





Mi 

1 

| .stock 1 1 

80 

0 


I 111 ItO\AL HANK, LIMliFO 


I 


1901 


1 A 

4 ! 

(1 

10 01 


L 

a 

| 1 HIM 4 

0< |s|| 

i ! r> 

0 i 

0 

Hum 10 

Be ( mIi I 

24 

H 

l ’ 


t > 

°l 

0 

11 

• i i 

to 

0 

21 

,, 

' 10 

o, 

0 

17 


12 

10 




i 


20 


18 

0 



1 

i 

i 

20 

,, Bui iik < ilo\\ n 

r > 

2 

1 


1 7( > 

0 j 

« , 

' ' 

1 ii 

70 | 

0 

1 line 20 1 1 

O 15 1 1 HIM 

1 5 

-1 

0 | 


i ii 




SALES ACCOUNT o Li 


19 

01 

1 To Kitiirm In 

1 

£ 

a. 

d 

1 19 

Ui 


I 

£ 

a 

d 

Tune 

29 



4 

15 

4 

Tune! 291 

By Sundries, per 












1 


S D B 

1 

82 

17 

2 I 





1 





1 „ Cash Sales fo 

14 

25 

9 

«| 












108 

0 

81 


li 


( ASH S\L*S 


llJoi 

mu I A) To Jrannfti 
i J Siles A/c 


to! 

f o ' n 


i | 

1 O'Ol 1 

f HIM I 8 | H> t USll 

I 14 1 „ , 

! m ' ;; r 


r, 

- 

1 

L 

s 

d 

2 

0 

0 

tt 

10 j 

0 

4 

15 

e 

12 

4 

0 

26 

9 

6 


PURCHASES ACCOUNT ^ 


1001 

1 II A 

a 

d 19 

01 


£ 

a 

d 

me 29 

Tu .Sundries, jK-r 


Juue 

29 

By Returns Out 

1 18 

11 

8 

1 

p.i> a. 1 7o | 

8 

I o 






1 1 

1 IMI 

T 

ft 1 









WAGES ACCOUNT 



WAREHOUSE FURNITURE ACCOUNT 


loloi 




4 

s 

|.i II 

1 

funo 2t> j 

To Cash 


1 

18 

° 

1 

1 



RENT RAJhs, ANl) TAXES ACCOUNT 


— _ 

— 






10 

01 1 

L 

8 

d 



une 

*o! To Cash, Rent i 1 

1 1 

6 

10 

0 




1 ' 










DISCOUNT ACCOUNT 


19 

01 


1 

£ 

8 

d 

i i9 

01 


une 

29 

To bund ues, C B 

1 j 

l 


11 

10 

| June 

29 

’ 

By Sundries B 


GOODS ACCOUNT 


19 

01 


J 

4 

s 

d 




me 

l 

To Stock 

l| 

80 

0 

0, 

u 







‘PROFIT AND LOSS ACCOUNT 


CHAPTER XV 


Closing the Books op Joseph Meredith. 

The Ledger having been posted up to 29th June, 1901, a h 
af the balances is prepared, as follows — 


TRIAL BALANCE— 29th June, 1901 



— 

Folio 


Dr 

Cr. 




£ 

s 

d 

£ 

s 

d 

Lertg'i 

• 2 

Mitchell A Co 

19 

10 

6 





4 

Scott & Kingsley 

6 

7 

0 





5 

l) Daw son 

27 

2 

0 





() 

Lucas Bros 

2 

7 

6 





9 

Haywoitli, Bourne <fc Sons 




9 

6 

8 


10 

Drewitfc Bios 




6 

0 

0 


11 

Joseph Meredi th Capi tal Account 




112 

0 

0 


12 

Royal Bank Ltd 

1 5 

2 

0 





13 

Sales 

J 

1 


103 

11 

4 


15 

Purchases 

53 

1 16 

4 





16 

Wages 

6 

15 

0 





17 

Warehouse Furniture 

18 

0 

0 





13 

Rent, Rates, and Taxes 

6 

10 

0 





19 

Discount 





19 

10 

Cash 

20 

Coods A/c Stock, June 1 

80 

0 

0 




look 

1 

Cash 

6 

7 

b 







231 

17 

10 

231 

17 

10 


This shows that equal amounts have been posted to each sidt 
the Ledger, and subject to the possibility of errors as indicated 
page 37, gives a concise summary of the Ledger, in readiness 
r the preparation of the Profit and Loss Account, and Balance 
eet 

The balances of Sales and Purchases Accounts are now to be 
msferred to the Goods Account, by Journal Entries (see p 95) 

It is assumed that immediately after the close of business on 
ne 29th, the stock has been taken and a list prepared m the 



LIST OP STOCK- 20th Tun*, 1 901 


\uhi1m is 

V mis 

J>«sf option 

! 

| 

j Pom 

|| V ilm 

'tlx 

12,457 

)S 

Woi steel Coating 

A, 10 

11 2 

11,370 

74 

„ „ 

4/ 

14 

10 


140 

Punt 

1/4 

0 

0 

12,512 

20 

' Box Cloth 

r >. 

r > 0 

11,958 

30 

[ Covet t Coating 

<>/ ! 

10 

16 

14,170 

45 

Blaek Vienna J 

2/0 , 

■> 12 

10,124 

00 1 

Blue Serge j 

( ’an \Mx 

1/ | 

9 ' 0 
* 10 

_ 1 

00 A 


The goods in stock aie valued eithei at then cost putt*, oi 
i lower price if the inaiket value has fallen since they v\e 
)u reha seel 

The value of the stock having been ascertained it* amount 
‘nteied on the Ci side of the Goods Account The lernamn 
ntnes aie made* as follows — 

Balance of the Goods Account to be earned to the Piol 
and Loss Account by means of a Journal entry 

Amount of stock to be re-entered on the I)j side of tl 
Goods Account, after closing that account 

Wages, Kent, <kc , and Discount Accounts to be closed b 
carrying their balances to the Profit and Loss Accoun 
by means of Journal entries 

Profit and Loss Account to be closed by cany mg balam 
to the Capital Account by means of a Journal enti) 

On the 1st June we assume that Joseph Meredith had oi 
md a stock of goods, value ,£80 The entiy of this item is th< 
ily record which is made m the Journal up to the time of closing 
e books (m this example), the other transactions all having beer 
corded m their nrorjer books of original entry After ioui nal 



JOURNAL 


1901 




£ 

s 

d 

£ 

8 

June 

1 

(loods Account 

Dr 

20 

80 

0 

0 





To Jos< pli Meredith — Cipita 









Ac fount 


1 11 




80 

0 



For sloe ' of floods on h md 








20 

Sales Account 

Dr 

i n 

102 

11 

4 





To (loods Ac< ount 


20 




103 

11 



For halanc t transfc ned 


i 








Loodi Account 

Dr 

20 

53 

16 

4 





1 o Purchases Account 


1» 




53 

16 



For In 1 met transfer led 


i 

j 



1 





( mods A< < omit 

D> 

20 ; 

« 

18 

G ' 





To Profit and Loss Account 


21 J 



j 

38 

18 



For gtoss pi of it 


1 j 








Profit and Loss Account 

Dr 

21 

n 

5 

0 





r l o Wage s Arc ount 


l<> 




6 

15 



,, Rent, Ac , Account 

i 

IS 




6 

10 



Discount Account 

D, 1 

10 


10 

10 





To Profit and Loss Account 

% 

1| 

I 

21 





19 


J 9 

Profit and Loss Account 

Dr f 

21 

2G 

13 

4 





To Capital Account 

| 

11 




26 

13 




1 

| ; 

m 

4 

4 . 

117 

4 


Aftei posting tht 1 foiegoing Journal entiles, the Led# 
‘counts affected by these postings will stand as follows, takn 
p Tnipeisonal Accounts hist 


noons a< (oim 


10 


i 

J 

t 

s 

cl 

I 10|01 

i 1 I 

It 

1 € 

1 

s 1 

ne 

1 

1 To Stoc k 

1 

SO 

0 

0 

1 June 20 i Jt\ Siles 1 

10 i 

11 









i »* 

, Stoc k > 

1 «0 

s! 


2<) 

,, Purchases 


r )i 

10 

4 




t 




„ Profit* 1 oss 




1 

} 






M 

Acc ount 

M 

». 

18 

61 

1 


' 

1 




IT LJ* l 


1; 172 

H 

10 1 



f 

1 172 

14 


on 


/ 

i „ ' 


„ I 



1 

1 — 




WAGES AC COUNT 


19 

01 1 l 1 

A 

s 

(1 

1 

1901 



£ 

s 

June 

8 (To lanh 1 

1 

15 

0 

June 29 

By Profit & Loss 

J 





1 

17 

6 


Account 

1 

0 

15 


22 „ „ „ | 

! 1 

10 

o 1 






1 

29| „ „ „ 

| 1 

12 

6 

j | 




- 


JLl 

1 )r 

19 

June. 

01 
29 j 


RATES, AND TAXES ACCOUNT 


To ( ash, Rent 1 j 

£ 

s 

d 

1901 
June 29 

By Profit & Loss 

J 

£ 

, 

1 1 1 

6 

| io j 

oj 

j | | 

Account 

1 1 

f» j 

1 10 


J)IS( ()l NT A< COUNT 


io[oi 


t B 

£ 

s 

d ! 

19 01 

C B 

£ 

s 

June 29 

To Sundries 

1 


11 

10 1 

June 

29 By sundnes 

1 

1 

11 

l 

,, Profit & Loss 

J 









Arc ount 

I j 

1 

— 

19 

10 1 


' 


- 



PROMT AM) lOSS A< COUNT 


>01 


f 

£ 

s 

d 

1 

1 19 

01 



£ 

H 

29 

lo Wages 

1 

6 

15 

0 

June 

29 

By Goods A/c 

J 




„ Rent 


6 

10 

0 



Gross Profit 

1 

18 

18 

! 



— 

— 

- 



,, Discount 



19 




13 

5 

0 




” j 




„ Capital A/c 






| 


i 

j 

| 

i 


Nett Pioflt 

*» 

26 

13 

4' 





I 

j 




39 

18 

4 j 

-1 


j 


| 

39 1 

18 j 


JOSEPH MEREDITH -CAPITAL ACCOUNT 


901 



£ 

s 

d 

19 

01 


CB 

£ 

s 

e 10 

To Cash 

1 

18 

0 

o 

June 

1 

By Cash 

1 

50 

0 

29 

„ Balance down 


138 

18 

4; 




J 











,, Goods 

1 

80 

0 






1 


29 

„ Profit & Loss 





1 







Account 


26 

13 




756 

E. 

*4! 

June! 




156 

18 








29 

By Balance 


1381 

18 


4 




The student who has carefully followed these transactions i 
> the point of closing the books, may inquire why the closn 
itries are not made directly from one account, eg, the Wag 
ccount, to the Profit and Loss Account, instead of being pass< 
uougli the Journal The answoi is, that whilst m a simp 
»se of few transactions such as the one under consideration, tl 
mrnal might be dispensed with, \et its use tends to reduce tl 
sk of omitting a posting, and the slight additional labd 
vohed is generally mote than compensated for b\ the increase 
eunty against such omissions — its use also facilitates tl 
scovcr} of any error which ma\ cause a “ cjiffei ence ” < 
hsagi cement ” in the Tnal Balance 

The transfer entry fiom the Cash Sales Account to the Salt 
ccount is an example of “dnect entiy ” without the use of tl 
minal, these being really portions of the same account ] 
ay, howevei, be taken as a sate rule to Journalise every transfe 
actual piactice 

liefeiring to the Tual P>alance, and noting the accoun 
lull have been closed, we find that the remaining accounts ai 
ose lepiesenting the liabilities and assets of the business the 
lances are shown in the Balance Sheet m the following form - 

JOSEPH MEREDITH 


BALANCE SHEET, 29th Jcne, 1901 


Ja vim ITUs jl s 

I , 1 

1 d ' £ s 

i 1 j 

d Assi is | jl 

' s j d 

' £ 1 s 

) 

L 

Creditors — 

J ; | 

! 15> Dehtois — j 

1 ' j 



a> worth, Bourne 

! i 

| Mitclic 11 A ( o i 1«) 

10 1 0 



mil Sons 0 

b j 

) scott A Kingiloj 6 ! 

7 i 0 


1 

lewitt Bros '<{.() 

o 1 n't* 

1 b 1 L) llaw son ' 21 j 

2 0 


1 

i 1 

■ i 

l 1 i ut is Bros , 2 

7 1 0 

5 > 7 

' 0 

( apital Account 1 

, 13b 111 

u 1 

1 ’ 



! 

1 1 

!B> Cash -- 4 I 




| | 


Roval Bank Ltd r » 

21 0 




! fi 

In hand 0 

"1 

7] ct 

11 9 

6 

1 ! 

i ft 

s I 

By Warehouse 1 i 

i j 



* i 


Furniture 

j j 

18 0 

0 

j t 

i j i 

1 j 

By Stock of Goods 


09 1 S 

6 

* 1 1 
! 1 1 

154 1 0 ! 

A' \ \ 

I | 
_LJ 

154! 0 

0 



The preparation of the Balance Sheet is the final step 
)ouble Entry Book-keeping nothing fuither leniams to be do 
1 the Ledger, and the Accounts remain m then piesent sta 
ntil entries of July tiansaetions aie posted 


The Student who has pei used these diapteis and woiked 01 
le various exeicises caietully, will, it is hoped, ha\e obtain! 
good idea of the Tlieoiy and Piadue of Book-keeping, and wi 
ive little difficulty m following the moie (ompltx matters i 
ccount in the subsequent stages in applying to piactic 
n pose any knowledge he may have gained, he should keep i 
ew the thiec tilings to be remembered — 

Auiiuuij 


Xftitms 


e greatest of winch is - 

AcmtAcy. 



EXERCISE 24 


Wuti up in tli< (.'ash Book, Sales and Punhases l)av Books, an 
tirnal the following transactions of (feoige Hilton Post to Ledgei 
epaic Tna 1 Balance Profit and Loss 4i fount, and Balaiuc Sheet a 
th Eibmaiv, 1901 


1901 

l s d 

Jan 1 Cash at coninu in “mint 

S 7 0 

„ 10 Bought goods of U Musgiau iCo 

17 10 0 

„ 17 Sold goods to J Saundns 

,1 18 4 

, 22 Bought goods of W MusgnvXCo 

2 0 8 

, JO Paid tiadeixpnists 

11 0 

, ,10 Paul wages 

1 10 0 

„ 10 ‘Sold goods to ,] Sanmleis 

011 1) 

Fell 0 Sold goods foi cash 

1 1 0 

, II Bought goods of 1, C It ms 

0 8 2 

„ 12 Paid not 

2 11 0 

„ Hi Sold goods to 11 Navloi k Sons 

4 10 0 

„ 18 Sold goods to ] Samidus 

1 I) 1 

,,20 Received cash fiomj Sanndus 

1415 9 

, 21 Bought goods of L 0 Jims 

4 17 8 

„ 2,1 Paid cash to L C Jims 

11 510 

,,21 Bought goods foi cash 

1611 

, 2T> Bought goods ot W MttsgiauU'o 

1 19 8 

„ 20 Sold goods to H Navloi k Sons 

2b 6 2 

„ 28 Paid wages 
„ 28 Paul trade expensts 

:j io o 
18 0 


28 No stock on hand 



EXERCISE 25 


Wtitc up m the Cash Book, Sales and Run liases Day Books, ai 
Journal the following transactions ol \\ in H) Meadows Rost to Ledg< 
prepare Tnal Balance, Profit and Boss ;U<ount, and Balance Sheet 
30th Maich, 1901 


1901 

i d 


■C S i 

Jan 1 Cash, 113 10s, and sto<k, 138 




16s 8d , at commencement 




,, 5 Sold goods to Jatdme & Sons 

0 2 3 



„ 7 Bought goods fm < ash 

1 11 6 



„ 0 Bought goods of T M lines & (%> 

9 4 2 



,, 12 Sold goods to ¥ & S Bud 

H R) 6 



,, 28 Sold goods to Jatdme A Sons 

5 0 9 



,, 28 Raid ttach expenses 

1 10 0 



„ 31 Raid wages 

5 n o 



Feb 1 Raid lent 

1 6 <s 



,, 2 Sold goods to F <1 S Read 

17 2 6 



,, 2 Bought goods of T Milnes (fe (o 

10 10 0 



,, 6 Received cash of F &S Read 

10 10 0 

discount 

1 12 i 

„ 11 Sold goods for (ash 

2 1 () 



,, 13 Bought goods of John Hill i Son 

11 0 2 



„ 15 Raid cash to T Millies & Co 

10 4 6 

diHount 

9 i 

„ 16 Bought goods of B Rhode s & ( ’<> 

7 2 2 



„ 20 Sold goods to Jaidine & Sons 

0 1 s 



„ 22 Received (on account) horn 




Jardme & Sons 

10 0 0 



,, 28 Bought goods ol John Hill & Son 

2 6 I 



,, 28 Paid wages 

r > 15 0 



lat 8 Sold goods to S &B Widdop 

4 8 9 



,,11 Paid trade expenses 

2 5 0 



,, 15 Received cash ol S &B Widdop 

4 4 () 

di axnint 

4 1 

„ 19 Sold goods to Jaidine & Sons 

1 IS 6 



,, 20 Paid cash to John Hill & Son 

13 9 0 

discount 

o ) 

„ 23 Received cash of Jardme <& Sons 

11 17 0 

discount 

0 2 

„ 29 Paid wages 

5 15 0 



„ 30 Stock on hand 

48 2 0 







f:\kkclsl 2<> 


Wnte up m the Cash Book, Sales and Purchases l)a> Books, Retmr 
Hooks, and Journal the following transactions ot Roheit Caldcrntt Po ( 
o Ledgei, prepare Tual Balance, Proht and Loss Am omit, and Balanc 
sheet at 30th M trr h, 1901 

1901 i . </ l s ci 

fan 1 Cash, 415 18s 0d , and sto< k, £42 
Ms 9d , il < omnic n< tint nt 
,, S Sold goods to S l’idsdalc & Co 7 S 2 

,, 18 Sold goods foi cash I 10 1 

,,‘20 S Ridsdale <fc Co return goods 10 0 

,, 24 Boughtgoodsof Joshua Filth Ltd 10 11 S 
,, 20 Sold goods to S Ridsdah A Co 21 8 7 

,, 11 Paid wages 1 2 0 

,, 31 Paid ti ado i \pensi s H 3 

oh 1 Sold goods to F Dun ant & Co 9 10 0 
,, 2 Ruetncd fioni S Ridsdak & Co 29 "> 0 disc omit H 

,, 2 Paid into Countv Bank, Ltd 29 1 0 

,, 0 Bought goods ot L R Simpson 

and Co 10 8 2 

„ 8 Bought goods foi cash 1 8 0 

,,11 Paid (by flu (pie on hank) Joshua 

Fnth, Ltd H» Ti (i discount 8 2 

,, 11 Returned goods to L R Simpson 

and Co 1 2 8 

, 20 Sold goods to Rieliai ds & Co 18 8 9 

,,23 Sold goods to F Durtant&Co 4 7 fi 

,, 23 Richards & Co return good* 2 > 0 

, 28 Paid wages, £5 2s 6d , trade 
expenses, 15s 3d 

ai 2 Received (and paid into hank) 

from F Dun ant k Co 10 I) 0 

,, 9 Bought goods of Joshua kirth, 

Ltd 8 r. 2 

,,12 Paid cheque to L R Simpson 

and Co 9 10 discount 4 6 

„ 18 Sold goods to S Ridsdale & Co 14 12 8 
, 23 Returned goods to Joshua Fnth, 

Ltd 1 b 0 

, 30 Paid wages, £3, trade expenses, 

14s 

, 30 Stock on hand 


34 10 0 



EXERCISE 27 


Wiitc up m the Casn Book (with BaiiK -V count in separate colum 
les an<l Puichxses Day Books, Returns Books, and Journal the followi 
uisactions of James Thoinbun Post to Ledger, piepaie Tnal Balam 
ofit and Lo< Ac count, and Balance Sheet at 30th September, 1001 
101 £ s d 

l\ 1 Cash, £18 11s (id , and stock, 

1'>1 Is 3d ,at com mem emeu t 
, (> Sold goods to Vi nt ci, Son & Co 18 0 10 
, 0 Vinter Son & Co ictum damaged 

goods 3 3 0 

, H Bought goods of Jacob Morand 7 IS 8 

, 18 Sold goods to Earles Ccntial 

Stores, Ltd 0 13 2 

, 20 Sold goods to Vintei, Son <fe Co 15 12 ( ) 

, 27 Recened cheque flow Vintei j 

Son & Co 20 0 0 di Mount 1 10 

(panic hequetoMidland Bank) ) 

28 Bought goods foi cheque on hank 2 2 0 

31 Paul foi wages, £2 15s 6d , tiadc 
expenses, £1 2s 4d 

' 0 Bought goods of Jacob Moiand 10 10 '> 

8 Rc tunic d goods to Jaeob Morand 1 (> (> 

12 Paid foi lent b^ cheque 12b 

17 Sold goods to Earle’s Cential 

Stoies, Ltd 12 10 1 

20 Earle’s* Cent ralStoie*, Ltd , return 

damaged goods 1 0 

2G Sold goods foi cash 3 8 (> 

20 Bought goods of Jacob Moiand (> 3 1 

29 Paid cheque to Jacob Morand on 

account 15 0 0 

31 Paid wages, £3 2s bd , tiadc 
expenses, 18s 3d 

2 Received cheque from Earle. 3 

Central Stores, Ltd 20 18 0 discount 10 9 

(and paid into bank) 

6 Paid subscription to Victona 

Memorial Fund bv cheque 1 1 0 

10 Bought goods of Ever ton & Co 12 8 4 
12 Sold goods to Wilmot & Sons 45 2 1 

12 Returned goods to Everton & Co 1 r > 2 

(3 VI ilraot & Sons return goods 2 5 7 

JO Sold goods foi cash 4 5 9 

Jl Paid rent 3 2 6 

} o Paid Jacob Morand 5 13 0 discount 12 8 

W) Paid wages, £2 17s 6d , trade 
expenses, £1 2s 

10 Paid into bank £5 out of office 
eash 


Ol 19 O 



ACCOUNTS 


SUPPLEMENTARY EXERCISES 

PART I 


A. 


Work out the calculations and write up in a kSales Day Bo 
die following sales of Graylock Bios, Leather Factors — 

Aug 5th, 1903, W Bradbury & Son, 5 tons American splits @ 9d f 
b Aug 10th, British Boot Co , 5 cwts satin kip sides @ 1/4 per lb a 
Lug 1 3th, 20 bales, each containing 4 cwts 2 qrs best pine creek sici 
?) */10£ per lb Aug 17th, Parker, Lyon <fc Co Limited, 50 rolls, of 
ds each, glove hide, (ft /4$ pei foot Aug 19th, Taylor & Hill, 10 cwl 
atm kip shoulders @ 1/11 per lb Aug 20th, Paul Ryan, 10 bales, eai 
ontaimng 5 cwts 1 qr Australian sides (ft, /8 per lb Aug 24t 
eamless Shoe Co , 20 rolls, of 20 yds each, American satin @ -/5^ p 
>ot Aug 28th, Harvey, Carter & Co , 5 cwts Levant hide @ 1 
cr lb Aug 31st, Driver & Dixon, 1 ton Singapore sides @ /7i per lb 


B. 


Work out the calculations and write up in a Sale* Day Boo 
ie following sales of Perkin, Pratt & Co , Wholesale Chemists.- 

No\ 2nd, 1903, Chas Pease, 7 galls fine olive oil (ft, 4/6, bottlo 3/ 
cwt Calais sand @ 1/9 Nov 5th, Thos Mappin, 14 lbs pulv sod 
carb (ft 47/6 per cwt , 10 galls dark carbolic acid @ 1/6, bottl 
, 112 lbs absoi bent wool, No 2, tissued, @ 7£d lb (part of contract 
tapper 1/6 Nov 10th, Holden Bros , three 20 feet cylinders, oxyger 
3$d per foot, less 25% Nov 13th, Franklm $ Son, $ oz chloreton 
4/6 per oz, bottle 2d , 7 lbs laudanum @ 3/ per lb , bottle 4d Nov 
th, Wm Sheldon, 5 gross 3 oz short vials @ 12/ per gross , 6 doz 
[ants’ food % 9/3 pei doz , less 10%, case 1/- Nov 24th, Alex Gios 
nth, 3 cross aseptic swabs @ 1/2 per doz Nov 29th, Thos. Mappm 

\a Z. - 1 /to 11 A * IK k^fl« AA A fit Irina fioff 



c. 

Write up a Cash Book from these particulars, showing balan 
m hand at the end of the month — 


1903 


£ s 

d 

July 1 

Cash in hand 

112 14 

6 

2 

Received cash from Harthy lhos 

45 19 10 

" 3 

Cash sales for week 

19 11 

8 

,, 4 

Paid Wood & Son 

98 12 

3 

„ 6 

Bought goods for cash 

28 11 

11 

,, 6 

Received cash from Barker & Bill 

59 16 

7 

„ 9 

Paid Carter & Co Ltd 

17 14 

2 

„ 9 

Wages paid 

14 6 

9 

„ 10 

Cash sales for week 

45 14 

1 

„ 12 

Rent paid 

50 0 

0 

„ H 

Received cash from Hartley Bros 

98 10 

6 

„ 14 

Paid Rupeit & Son Ltd 

145 9 

6 

„ 10 

Wages paid 

15 11 

0 

„ 17 

Cash sales for week 

89 11 

0 

„ 20 

Paid Carter & Co Ltd 

19 17 

o 

„ 22 

Paid lire insurance 

25 6 

8 

„ 23 

Paid wages 

16 8 

0 

„ 24 

Cash sales for week 

96 0 

1 

„ 27 

Paid Wood & Son 

51 11 

9 

„ 30 

Received cash from Bai ker & Bell 

68 11 

3 

„ 31 

Paid Telephone Co 

10 0 

0 

n 31 

Paid joiner for repairs 

19 8 

6 

„ 31 

Paid sundry trade expenses 

18 i 

9 


D. 


Write up the following transactions in a Cash Book, showim 
iscounts, and balancing the book at the end of each month — 

€ s d £ s d 


903 

t 1 Cash in hand 
, 3 Paid Tilbury & Co Ltd 
, 5 Cash sales 
16 Paid wages 

, 20 Received cash from J Fie<r 
and Co 
, 28 Paid wages 
, 31 Paid trade expenses 
►v 3 Bought goods for cash 
, 5 Cash sales 

, 10 Received cash from Hirst Bros 
, 15 Paid rent 
, 18 Paid wages 

1 Q DanaivoH aaeli fnr linfso enlfl 


V) 14 6 

21 9 6 discount 1 2 0 

14 19 9 

18 19 3 

23 15 0 discount 1 5 0 

15 9 2 

5 3 1 

10 11 3 

19 14 2 

66 14 9 discount 3 10 3 

18 6 8 

21 9 1 

w ft o 



ouit julj »i ijn iai\ i i’j \ nn.oiorjn iua 


J003 


£ 

8 

d 


£ 

s d 

Pet 2 

Paid cash to Hinde & Co 

38 

0 

8 

disi ount 

o 

0 

, 5 

Cash sales 

45 

11 

8 




, 8 

Received cash ftoni J Freer 








and Co 

34 

12 

3 

discount 

0 

17 < 

, 14 

Paid wagos 

19 

3 

4 




,, 19 

Took for pm ate expenses 

10 

0 

0 




„ 27 

Paul Tilbury & Co Ltd 

11 

7 

0 

discount 

1 

13 ( 

,, .11 

Paid Tiarle t xpcnscs 

7 

9 

2 





E 

YVnte up tlio Cash Book, with columns for Discount, Cash, 
nd Bank Show balance in hand and state of Bank Account at 


he end of the month — 


1903 


l 

8 

d 


8 

d 

Ulg 1 

Cash in hand 

5 

10 

4 




, 1 

( ash at bank 

2j 

6 

8 




, 3 

Received tashfiom VV Johnson 

10 

9 

4 

discount 

11 

0 

,, 4 

Bought goods for cash 

8 

7 

6 




,, 6 

Paid Dobson Bros by cheque 

14 

11 

7 

discount 

1 ") 

r > 

„ 7 

Received postal order fiom 








Evans Ltd 


15 

0 




,, 0 

Paid wages 

1 

19 

2 




,, 11 

Received cheque fiom \\ ilson 








and R) an 

r> 

11 

6 

discount 

16 

6 

,, 14 

Paid to bank 

16 

6 

6 




„ 17 

Drew cash from bank 

10 

0 

0 




„ 20 

Paid sundry expenses 

.3 

9 

2 




„ 23 

Paid wages 

3 

18 

0 




„ 25 

Paid Hy Carr iSPSon by cheque 

6 

2 

3 

discount 

11 

9 

n 20 

Cash sales 

4 

9 

2 




„ 28 

Withdrew rash for private use 

5 

0 

0 




„ 28 

Paid rent by cheque 

3 

5 

0 





F. 

Write up Cash Book, with columns for Discount, Cash, and 
ink Show balance in hand and state of Bank Account at end 


each month 

m 

£ s 

d 

£ fe 

d 

t 1 Cash m hand 

9 7 

4 



, 1 Cash at bank 

2.3 14 

6 



, 3 Received cash from J King 

15 11 

8 

discount 0 15 

8 

, 6 Sold goods for cash 

35 8 

9 



, 9 Paid cash to bank 

40 0 

0 



, 12 Paid cheque to Thos Hearne 

18 Sold goods for cash 

29 14 

6 

discount l 12 

0 

40 9 

2 



24 Paid cash to hank 

30 0 

0 



26 Paid rent by cheque 

31 Withdrew from bank for office 

20 0 

0 



cash 

25 0 

0 





lm 

^ov 1 Sold goods for cash 
,, 4 Received cheque from W 
Barlow A Son 
,, 6 Paid to bank 

,, 10 Bought horse and cait foi 
cheque 

,, 15 Received cash from J King 
,, 19 Sold goods foi cash 
,, 22 Paid to bank 
,, 25 Bought goods foi cash 
,, 30 Paid cheque to Thos Heanio 
,, 30 Paid wages 
cc 6 Sold goods for < ash 
,, 10 Received cash from W 
Barlow & Son 
,, H Paid cash to bank 
,, 18 Paid interest on mottgage 
loan by cheque 

,, 24 Withdrew from bank for ofh< c 
cash 

,, 2(5 Paul sundry ’Xmas boxes 
, 31 Paid wages 


£ 8 

d 


L s 

49 18 

3 



27 8 

9 

discount 

1 

50 0 

0 



45 10 

0 



32 11 

11 

discount 

J 1 

52 9 

1 



50 0 

0 



23 12 

2 



60 11 

0 

discount 

8 [ 

23 1 

3 



39 4 

4 



69 14 

3 

discount 

3 12 

100 0 

0 



36 3 

6 



V) 0 

0 



5 0 

0 



25 8 

b 




G. 


Enter up the Ledger Account of Alfred Marchant as 
>uld appear m B <fc D Wilmot’s books — 


1903 

\.ug 3 B & D W sell to A M goods 
,, 7 l)o do do 

,,10 A M returns goods 
,,12 B & D W buj from A M goods 
,, 14 Do pay cash to A M 
and deduct discount 

,,17 AM buys from B & 1) W goods 
,, 19 A M pays cash to B AD W 

,,20 B AI) W sell to A M goods 

,,24 A M sells to B AD W goods 
,, 2b B A D W return to A M do 

,,28 A M buys from B A D W do 

,, 31 B A P W receive cash fiom A M 

i*pt 5 B & D W sell to A M goods 

,, 9 AM buys from B A D W goods 

,,10 AM returns to B A D W do 

,, 17 A M pays to B A D W 

,,17 A M deducts discount 
,,23 A M sells to B AD W goods 


1 s (I 
18 16 8 

5 3 6 

2 0 6 
29 12 0 
28 17 2 

14 10 
8 2 9 
21 19 8 
J2 0 0 
3 12 10 
1 0 
31 11 
49 1 

18 16 
7 14 
2 18 3 
23 0 0 
11 11 
12 12 0 


© 1C CO o 



H 

Barwell Bros have the following transactions with Job 
rury Wnte up Drury’s account in their Ledger, ruling o 
leie the items balance 


1903 


£ s 

d 

Dec 3 

B Bros buy goods 

63 lb 

7 

„ 5 

J P sells goods 

11 1 

b 

A 5 

B Bios return goods 

2 11 

0 

, « 

Do buy goods 

21 4 

9 

„ 10 

Do pay cash 

50 0 

0 

„ 12 

Do sell goods to T 1 ) 

3 lb 

0 

,, 12 

J D pays cash 

3 16 

0 

„ 17 

Do sells goods 

8 8 

0 

22 

,, 

Do bujs from B B goods 

12 2 

8 

„ 22 

Do returns goods 

1 2 

b 

„ 31 
1904 

B B pay to J D 

40 19 

8 

Jan 1 

B B buy goods 

18 11 

0 

„ 1 

J D sells goods 

27 17 

0 

„ 4 

Do teceives cash 

18 11 

0 

„ 7 

B B return goods 

2 0 

0 

„ 20 

J D buys goods 

5 6 

5 

„ 27 

B B sell do 

12 

7 

„ 31 

Do pay cash 

19 18 

0 


I 

Record in Cash Book and Ledger the transactions of Win 
iston Prepare Trial Balance, Profit and Loss Account, and 
nice Sheet Use Journal for closing entries 


1904 £ s d 

an 1 W Winston commenced business and paid 
£100 into the City Bank Ltd 

,, 2 Bought goods and paid by cheque 37 16 8 

„ 5 Sold goods for cash v 10 11 3 

„ 7 Do do 7 15 10 

,, 7 Paid to bank 15 0 0 

, 11 Paid sundry expenses 12 6 

, 16 Bought goods and paid by cheque 26 0 0 

, 25 Sold goods for cadi 11 18 6 

30 Paid to bank 25 0 0 

, 30 Paid wages 2 10 0 

, 30 Paid rent 2 13 4 

)b 3 Sold goods for cash 12 3 9 

, 4 Bought goods foi cash 10 0 0 

, 9 Bought goods, paid by cheque 42 1 1 8 

1 1 O rtl J mm 44 a Art J maaa A/J aL AA 1a / 111 


IT fi 



1904 £ s d 

Teb 13 Sold goods for cash 9 3 1 

„ 17 Do do 14 14 (J 

,, 18 Paid to bank 20 0 0 

,, 20 Sold goods and received cheque (pud into 

bank) 33 13 1 

,, 27 Paid wages 3 0 0 

,, 27 Paid rent 2 13 4 

No stock on hand 


J 


Record in Cash Book, Sales Day Book, and Ledger, 
transactions of Thomas Atkinson Piepare Tual Balance, Pr 
ind Loss Account, and Balance Sheet Use Journal for open 
tnd closing entiles 


1903 

Xc 1 Stock on hand 
,, 1 Cash in hand 

, 1 Cash at bank 

,, 1 Due from Hy Shcinl 

,, 1 Bought goods for cheque 

,, 4 Received cheque on account 
from Hy Shear d 
,, 4 Paid to bank 
,, 5 Sold goods to Th os Newman 
, G Dtew cash from bank 
, 7 Paid wages 

, 1 0 Sold goods for cash 
,, 10 Received cheque from H) 
Sheard 

,, 11 Sold goods to Thos Newman 
,, 12 Bought goods for cash 
,, 13 Received cheque from Thos 
Nowmin 
,, 14 Paid to bank 
,, 14 Drew cash from bank 
,, 14 Paid wages 
, 17 Sold goods to Hy Sheard 
,, 18 Paid rent by cheque 
, 19 Paid trade expenses in cash 
, 20 Withdrew cash for private use 
, 21 Drew cash fiom bank 
, 21 Paid wages 

, 23 Sold goods to Thos Newman 

, 27 Received cash from Thos 
Newman 
, 28 Paid wages 

, 28 Paid trade expenses in cash 


£ s (1 
1% 9 8 
5 110 
G9 7 8 
49 12 0 
25 19 5 

10 0 0 
30 0 0 
2S 11 8 

10 0 0 
8 15 9 
22 1 9 

IS 7 9 
25 13 7 
40 0 0 

27 3 0 
27 3 0 
20 0 0 

8 5 0 
39 1 4 
‘20 0 0 

5 0 8 
0 0 0 

15 0 0 

9 1 0 
30 1 6 

24 8 0 

6 9 0 
8 12 3 


£ s 


discount 1 4 


discount 1 8 


discount 1 5 



K. 



Fiom the following Tnal Balance at 31st Dccembei, 19C 

piepare Profit and Loss Account and Balance Sheet of Chari 

lion aid son — 



Charles Donaldson— Capital i/c as at 1st 

fuly, JL s d 

i s 

1903 


2,715 9 

T and and buildings i/c 

1 S60 0 0 


Tixtuics and furniture a/< 

473 2 0 


Hoises and cuts a/c 

79 10 1 


floods a/c 


1,819 13 

Salaries and wago a/< 

326 1 9 


'arriage a/c 

105 3 1 


Trade expenses a/c 

315 6 9 


Itites and taxes a/c 

78 15 3 


Printing, stationery, and adveitising a/< 

45 9 6 


)iscount a/e 

S3 4 9 


)ebtois, per ledger 

2,781 0 9 


heditois pn I(d e u 


1,092 11 

ash in bank 

85 6 b 


/ash in hand 

14 11 b 



b 247 1 5 0 

0 247 15 

aluo of stock on hand, 31st December, 

1901 

£649 3 

L. 



Fiom the following Tnal Balan< 

?e, pi opai e Piofit 

and Los- 

iccount and Balance Sheet of Fiedenck Howaith — 


r i RIAL BALANCE, 31st 

Dj-cembfr, 1903 



£ s d 

t s d 

ipital a/c 


2400 10 t 

Lirnituro and fixtures a/c 

1240 10 0 


orses and carts a/c 

100 5 6 


r ages a/c 

320 18 4 


3nt a/c 

KM) 0 0 


ites a/c 

31 fi S 


ade expenses a/e 

49 1 6 


)rse keep a/c 

65 12 1 


les a/e 


4330 11 4 

ock, Jan 1st, 1903 

G41 12 2 


btors pei Ledger 

1200 9 1 


scount a/c 


59 12 8 

sh 

21 9 4 


aditors, per Ledget 


595 5 5 

nk 

705 9 6 


rchases a/c 

2951 2 9 



7495 19 11 

7495 19 11 



M. 

Record the following transactions of Alfied Heinuch 
neans of Journal, Cash Book, and Sold and Bought Day Boo 
•ost to Ledgei, and make out Tual Balance, Profit and I 
Account, and Balance Sheet — 


1903 


1 

s 

d 

Jan 

1 

Cash in hand 

17 

n 

3 

y 9 

1 

Cash in bank 

1 36 

17 

9 

f9 

1 

Goods in stock 

349 

H 

11 

99 

8 

Sold to Wells & Son — goods 

19 

16 

1 


12 

Bought of Brown Bros — goods 

24 

19 

1 

Kb 

1 

Wells & Son pay £19 10s — discount, 6s Id 





3 

Paid to bank 

10 

0 

0 

Mar 

6 

Drew cheque for Brown Bios 

12 

0 

0 

9 

13 

Sold to Chas Can -goods 

14 

r> 

1 

Apr 

31 

Received casli for goods 

2 

10 

0 

4 

Bought goods of D Dixon 

86 

2 

9 


18 

Alfied Heinrich withdraws < isJt 

20 

0 

0 


28 

Received from Carr and paid to bank £3 1 — 






allowed discount, £1 15s Id 




May 

9 

Wells & Son buy goods 

96 

14 

3 

June 

25 

Wells <fc Son pay casli 

40 

0 

0 

6 

Paid Brown cash, £12 10s — discount, 9s Id 




99 

14 

Paid Dixon casli, £10, and cheque on bank, 130 




9 9 

23 

Drew cheque for rent, £25 





21 

Casli paid, sundry expenses, £1 1 17s 3d 




99 

30 

Stock, £400 





N. 

Record m Journal, Cash Book, Sales and Pui chases I), 
>oks, and Ledger the transactions of Joseph Dixon Piepa 
lal Balance, Profit and Loss Account, and Balance Sheet 

Tan 1 Joseph Dixon icceives a legacy of £1,000 and connnenr 
business by paying that sum into Lloyds Bank, Ltd H 
transactions are — 

,, 2 Drew cheque, £50, for wirehouse furniture 

,, 2 Do £50, for office cash 

,, 3 Paid wages, £8 16s 

,, 5 Bought goods from Boiibfield, Clark & Co , £200 
,, 7 Sold goods to Connor Bros , £8 16s 9d 

,, 10 Cash sales, £46 18s 7d , paid wages, £10 14s 
,, 14 Bought goods from Boushcld, Claik & Co , £26 17s 2d 
, 16 Do Eaile & Co , £26 15s 9d 

„ 17 Paid bank, £70 

,, 17 Cash sales, £54 12s 8d , paid wages, £10 12s 6d 
,, 20 Bought goods from Bousneld, Clark & Co , £185 13s 4d 
,, 24 Cash sales, £53 8s lid , paid wages, £10 11s 8d 
31 Do £61 19s 7d do £10 15s 



Feb 3 Sold goods to Connor Bros , £3 15s 2d 
,, 3 Bought goods from Bousfield, Clark & Co , £153 10s 
,, 7 Cash sales, £56 14s 8d , paid wages, £11 
„ 14 Do £59 12s 8d , do £11 10s 

,, 16 Bought goods from Bousfield, Claik & Co , 195 18s lOd 

,, 17 Received fiom Connor Bros, Cash, £8 8s , allowed discom 
8s 9d 

,, 20 Bought goods from Earle <fe Co , £89 16s 
,, 21 Paid rates, £18 10s , by cheque 
,, 21 Cash sales, £64 13s 5d , paid wages, ill >s 
,, 28 Do £66 9s 7(1 , do £11 

,, 28 Paid bank, £150 

Mar 4 Sold goods to Connot Bros, £5 17s 9d 
,, 7 Do Kailc & Co , il 

,, 7 Cash sales, £68 7s 9d , paid wages, £10 15s 

„ 14 Do £59 9s 5d , do £11 

„ 21 Do £58 5s 9d, do £10 17s Od 

,, 21 Paid Bousfield, Clark & Co , cash, £195 (discount £5) 

,, 26 Drew cheque for Earle <fe Co , £25, discount, 15s 9d 
,, 28 Received from Connor Bios, (ash, £3 11s Od , distour 
allowed, Is 8d 

,, 28 Cash sales, £60 12s 3d , paid wages, £10 10s 
,, 28 Drew cheque for quartei’s lent, £30 
,, 30 Bought warehouse and paid cheque £900 for s imc 
Stock, March 10, £300 


o 


liecoid in Journal*, Cash Book, Sales and Pui chases Da 
oks, arid Ledger the transactions of Olivci Shei wood Prepai 
lal Balance, Profit and Loss Account, and Balance Sheet 


03 


£ 

s 

d 

£ s d 

i 1 

Cash in hand 

11 

9 

6 


1 

Stock of goods on hand 

53 

8 

4 


5 

Sold goods to York & Son 

7 

12 

9 


6 

Bought goods from Miliu r 






Bios 

U 

8 

6 


7 

Sold goods to Tlios Hart 

19 

10 

11 


11 

Sold goods to Yoik & Son 

10 

6 

9 


14 

Received cash on account 






from Yoik & Son 

12 

0 

0 


15 

Sold goods to Thos Hart 

8 

14 

4 


18 

Bought goods from Winston 






and Co*. 

5 

9 10 


20 

Received cash from T Hirt 

26 17 

0 

discount 1 8 ' 

23 

Paid Milner Bros cash 

14 

1 

0 

discount 0 7 f 

25 

Paid expenses 

4 

4 

2 


27 

Sold goods to York & Son 

11 

9 

9 


28 

Paid wages 

5 

8 

6 




yj-j 

jvmrjj. jiwjr aj.hu Accoum 10 



1903 
lar 5 

Received cash from York and 

£ 

s 

d 


£ 

s 


Son 

16 

14 

6 

dis< ount 

0 

14 

„ 7 

Sold goods to T Hai b 

r> 

11 

1 



• 

,, 1 > 

Bought goods from Winston 








and Co 

6 

8 

o 




,, IS 

Sold goods for cash 

5 

9 

10 




,, 21 

Bought goods from Milnei 








Bios 

J 1 

1 

10 




,, 24 

Paid cash to Winston & Co 

11 

0 

0 

discount 

0 

18 

,, 31 

Paid expenses 

Paid Wages 

3 

9 

6 




,, 31 

5 

14 

0 




,, 31 

Withdrew cash for pi i\ ate use 

5 

0 

0 




„ 31 

Paid rent 

4 

0 

0 




,, 31 

Stock in hand 

69 

7 

6 





p. 

Record m Journal, Cash Book, Sales and Purchases D< 
Dok, Returns Book, and Ledgei the transactions of Jam 
ewsome 

Prepare Trial Balance, Profit and Loss Account, and Balain 
leot 


m 


1 

s 

d 


£ s 

pt 2 

Cash at County Bank, Ltd 

157 

18 

0 



„ 2 

Cash in hand 

12 

3 

6 



, 2 

Stock in hand 

63 

7 

0 



, 3 

Sold goods to Jno Iven 

42 

10 

10 



, 4 

Jno Kerr returned goods 

2 

0 

0 



, 4 

Bought goods of Dale & Y oung 

11 

0 

6 



, 8 

Do for cash 

5 

3 

0 



, 10 

Received cash from Jno Keri 

38 

10 

0 

discount 

2 0 

, 11 

Paid to bank 

40 

0 

0 



, 15 

Paid trade expenses 


13 

() 



, 16 

Bought goods of T Willis 

27 

17 

7 



, 16 

Sold goods to Wm Alford 

31 

9 

0 



, 17 

Do for cash 

6 

0 

0 



, 18 

Paid cheque to Dale & Young 

11 

0 

0 

discount 

0 0 

22 

Sold goods to Price & Co 

27 

7 

0 



23 

Received cheque on a/o from 







Wm Alford 

20 

0 

0 



25 

Bought goods of Dale & Young 

50 

16 

9 



26 

Returned to Dale & Young, 







goods 

10 

6 

0 



26 

Paid rates 

3 

3 

0 



28 

Bought goods for cash 

i : 

10 

0 



28 

Sold goods to G R Dj ei 

26 

1 

6 



28 

Received cash from W Alford 

10 

13 

3 

discount 

0 15 

29 

Dyer, returned goods 

2 

3 

0 



29 

Paid cheque to T Willis 

27 

4 

0 

discount 

0 13 



1903 £ s (1 

Sept 29 Liu u\ cd cash from Priced Co 

on i/c 23 0 0 

,, *20 Sold goods to C <fc A Clapin 10 10 0 

, 10 Pud wages 7 > b 

,, 30 Do ti.nlo e\p< rises 1 10 0 

,, 30 Do to bank Jo 0 0 

,, 30 Withdrew 13 0 0 

,, 30 Stock on hand OS 0 0 


Q 

WILLIAM LAND’S BALANCE SHEET, 1st January, 1903 


Liahihlte 




LW: 




£ 

s 

d 


t 

s 

Icy & Co 

30 

10 

(» 

H Bay 

79 

11 

to'-e & Son 

52 

17 

i 

Stiong & Co 

44 

n 

bounty Bank 

is 

7 

i 

TToiscs and cat ts 

78 

15 

Capital, W Lind 

1 ,)U 

7 

0 

Olhcc furniture 

37 

10 





StOt k 

1,395 

o 





Petty cash in hind 

20 

0 


£ 1,030 

o 

(> 


£ 1,030 

2 


In accoi dance with the above Balance Sheet open a bet o, 
looks, and wide them up fiom the following information — 


Copy Invoice hook shows that the following goods have been soul 


way - 

- 

£ s 

d 

! 



£ 

s 

d 

in 5 

Hy Da;y 

* 30 9 

4 

Jan 

20 

Hy Bay 

50 19 

S 

„ 8 

Hy Bay 

21 7 

8 

,, 

24 

Strong & Co 

32 

9 

4 

„ 15 

Stiong & Co 

45 17 

3 

,, 

29 

Stiong & Co 

42 

8 

6 

The invoices received duiing 

the month are 

— 






£ s 

d 

1 



£ 

s 

d 

m 12 

ITey & Co 

250 12 

8 

Jan 

20 

Rose & Son 

12 

19 

9 

„ 17 

Rose & Son 

39 4 

2 

„ 

29 

Hi y & Co 

19 

8 

1 


A credit note was received from He} & Co on Jan 15th foi £4 Is 5d 
r goods sent back 

The counterfoil Receipt Book gives the following particulars — 

No 39 Jan 12 Hy Day, cash, £75 12s , discount, £3 19s 9d 
No 40 Jan 17 Strong & Co , cash, £42 8s 8d , discount, 
£2 4s 8d 

No 41 Jan 22 Thomas Ison, for horse, £20 


The cash takings were as follows — 

? £ a d 

3 da}s ending Saturday, 3id Jan 56 19 5 

Week ending 10th Jan 141 4 7 

Week ending 17th Jan 124 3 2 

Week ending 24th Jan 119 3 9 

Week ending 31st Jan 159 11 4 


All cash received was naid into bank weeklv on Monday 



7’lie counterfoil Cheque lJook shows tli.it the following cheques ha 
been diawn — 


Jan 2 Jas Harucastle, for qu u teiV tent, 
due 1st mst 

,, 10 Hey cV Co , in settlement of a/c to 
Deo 31st, 1902 

i, 15 Rose & Sou, m settlement of a/e to 
Dec 31st, 1902 
fl 16 Jos Sands, horse corn 
„ 17 Wm Haigh, repairs 
,, 20 N E Railway Co , eatmge 
„ 21 Jas Blake, loll top desk for olh< o 
,, 31 Wm Land, drawing 
,, 31 Selves, salaries, and wages 
,, 31 Selves, foi Petty Cish Payments 
duung the month, as below 


Summary — £ s d 

Goods 5 9 8 

Repairs 2 0 2 

Cain age 3 14 2 

Sundry expenses b 11 10 

Hoi be keep 1 3 2 


£ s cl 
2 .) 0 0 

29 0 0 

50 4 6 
1 4 0 
5 b 3 
20 6 4 
13 6 8 
25 0 0 
12 3 b 


19 8 0 


The \aluc of the slot k on 31st Januaiy was £1,178 13s 
Close the books at 31st January, and prcpaie Piofit and Loss Accoun 
nd Balance Sheet 


R. 

Make Journal entries of the following tiansactions of Colstoi 
Iros , Drysalfceis — 

Received horse and van in exchange for goods, \alue £33 
Sold goods to Mai shall Bros , £50 
Bought goods of Jcsh Hirst & Sons, £80 

Handed to Hirst cheque received from Marshall Bros , £47 10s , and 
lowed the latter discount, £2 10s 
Sold to Hirst old machinery, £32 10s 


s. 


During the week ending Satui day, Apnl 23th, 1903, a newsagent buys 
ntisk Mercuries (selling price £d ) at the rate of 4^d pei do/en of 13, as 
Hows' — April 20th, 3 doz ; 21st, 4 doz , 22nd, 4 do/ , 23id, 4 do/ , 24th, 
Joz , 25th, 5 doz The papers are disposed of as follows —20 customers 
ch pay him 4d per week for one copy delivered daily Newsboys buy 8 
z at 4id per uoz of 12, 70 single oopies are sold at id , ami 13 copies 

*. *1 U1 ^ ~ i. „1 



T. 


The following balances are taken out of the Ledgeis of Pet 
^cotfc on 30th June, 1902 — 


Debtors , per Ledger — 

£ s d 

Sharp A Co 

36 12 9 

Heaton’s Ltd 

65 19 6 

Btay & Sons 

106 9 3 

Brooke Bros 

76 f> 3 

Lord & Co 

378 12 9 

C / editors, per Ledger - 

Kew & Co 

23 5 G 

Clive & Sons 

89 3 1 

Bay ham Ltd 

132 9 9 

Forrest & Hill 

65 17 6 

Other Balance s — 

Capital a/c 

1,763 19 6 

Property a/c 

1,000 0 0 

Horses, vans, and )i iincs^ 

65 3 6 

Horse keep a/c 

40 9 6 

Wages a/c 

594 3 1 

Discount a/c (Di ) 

27 10 6 

Office expenses 

116 13 ,3 

Rates, taxes, and insurance a/c. 

79 3 6 

(las and water a/c 

49 10 9 

Repairs a/c 

65 13 .3 

Machinery and plant 

520 17 3 

Fixtures and fittpigs a/c 

85 9 9 

Stock, Jan 1st, 1902, a/c 

430 8 6 

Rent received a/c 

25 0 0 

Sales a/c 

1,463 19 6 

Fuel a/c 

85 3 6 

Purchases a/c 

1,819 16 3 

Returns inwards a/c 

89 3 9 

Returns outwards a/c 

43 6 6 

Printing, stationeiy, and advertising a/c 

34 14 9 

Carnage a/c 

40 11 6 

Travelling expenses a/c 

239 11 3 


The Cash Book showed £445 10s 9d due to the Bank and £4 8s 9d 
}h in hand The stock on hand, 30th June, 1902, was £759 6s 3d 
spare Balance Sheet, 30th June, 1902, and Profit and Loss Account 



QUESTIONS 


HiOM THE 

Voluntary Examinations of the County Counpil 
of the West Riding of Yorkshire 


1 —Explain' what is meant by the— Balance of an Accouut , Crc< 
Note, Post dated Cheque , Impetsonal Account, state the paitiouL 
t ttj uired to be shown upon an Invoice and upon a Receipt 

2 - A Coin Merchant buys 100 quarters of Wheat at 10> pci rjuaiter, ai 
pays cam age Cd pei quaitci He also bu)S GO quarters Wheat at 31s G< 
ihhvued fiee lie sells 150 quarters at J2-> (less 12s allow ante), tl 
emaimng 4 quartos become damigod and woilhlcss Make out , 
\< count showing tlu Proht ot Loss 

8 — Desciiho the method of entering and posting the Sales Day Bool 
md give an example with full details of thiee transactions 

4 —The Stationery Co Ltd, Rojal Square, Dailington, sell tl 
ollowing goods to Mai shall Btos , 125, Cioss Street, Bamaid Casth 
nd tho goods are invoiced daily 1952— Apnl 7th, 2 reams of FooKca 
t 16s Oil , April 7th, 10 lbs of Vellum Note at 8d Apt il 7th, 4 do/ 
Jonmcrual Pens at 2s Gd a gross, April 9th, G bottles of Ebony In 
t tS(d , Apnl 18th, 250 Medium Envelopes, No 087, at 2s 4d per J00 
iprrl 21st, 1 Cash Book 5s bd , 2 Ledgers at 6s 6d , April 29th, j rear 
ibsoibent Blotting at 12s Gd On Apnl 10th Marshall Bros remit n 
noi 10s less than the amount owing to that date 

Wiite out the Invoice of Apnl 7th, and the Monthly Statemen 
which would be sent to Mat shall Bios on April 30th 

5 — A Trader supplies At tides to customers “on approval for^sever 
iys ” Describe a method of entering such tiansactions — 

(1) When the Customer put chases the Article 

(2) When the Customer returns the Aiticle 

6 — On 1st January, 1903, Emmanuel Ooldinan advances |$200 to 
jdney Stone at 10s per cent per month interest The following 
suisactions occur —Feb 1st, R 8 lepays £30 , Maich 1st, R $ re|iftys 180 , 
crillbt, E 0 advances 1 100 , May 1st, R S sells to E G goodie value £60 , 
inelst, R 8 iepays£40 OnJuncJOthR S pajstoE G &fum equal to 
e balance owing by him, after allowing 2^% Discount on thg&Goods sold 
terest, at the same rate as on the first item, is to be chargeq||md1al lowed 
each item 



7 -A Book kupcr writes out the Invoices of ( ioods sold, enters t 
olal amount in the Customers Account m the Ledger, and despatch 
Ihl Invoice to the Customer (keeping a lough note of the pirticula 
>i loose sheets of papn) At the end of the week h( writes up 1 
hy Book 

Suggest an) irnpro\ement on this method, and give yum reason 

8 — Describe fully three methods of dealing with Ciodit Putthases 

9 * A Merehint hiijs Produce* at £5 per ton, less 10JJ Discount T) 
nstc ot Stock bofoic selling is 5/' At whit ptico p i cwt must 1 
11 the Goods in older to show a ptoht of 20^ on sale price’ 

10 —Enter m Jourinl the following tratisa( tions of i Quariy Ownoi 
in 1 Bought Stom Breaking ATachine from Smith Bios , £150 

,, .5 Sold 2 old Wagons for CVh, 11 -5 

,, 8 (rave Granite Slabs in exclnnge for Horse and Cait value 130 

,, 11 Received ft out Wudnian ilCo a Poi table Engine worth 14 

m settlement of a di bt due fiom them 
,, 13 Give Smith Bios Cash HO, Stum Boilers worth £50, am 
Stone value 170, in payment ot amount owing 

11 —Describe what is meant by Sick taking how often should thi 

be done, and what is the objt 1 1 of it ’ 

12 —A Ti idesman wishes to keep his Accounts in a complete fom 
from 1st July, 1002 At present he has a Book containing particular 
goods sold on credit, and when the Customer pay s an account the 
try in this book is cursed out No othei books aie kept Ho buy 4 
ods on cicdit, has U inking Account, and hies his invoices ami 
eipted accounts Describe the steps he should take to commence a 
Dpci s)stem of Book keeping on 1st July , 1902 

13 - State the precise effect of the following ei tors in a set of books - 

(a) Sold Day Book, over added £100 

(b) Discount Column (Dr side of CVh Book) under added 10s 

(c) Good* sold £181 Os , posted to Customer’s Ledger account as 
£18 Is 0d 



Voluntary Examinations of the County Council 
of the WiihT Riding of Yorkshire 


First Stage Examination Paper, 1905 
(Time Allowed, 3 hours ) 

1 —Enter the following tiansactions of Arthur Earby m Cash E 
using columns for Discount, Office, and Bank) and show balance 
1st January, 1905 

>cc 31 Amount in Bank, £148 6s 9d , and in hand £5 1G> 8d 

vn 2 Paid to Petty Caslnci, .11 

,, 1 Received from Hall & Co , £4 15s , Discount 5s 

,, 7 Cash Sales, £46 J8s 9d 

,, 7 Paid Wages, £4 3s 6d 

,, 7 Paid into Bank, £35 

,, ( ) Paid Sharp Bros , by Cheque, £36, Discount £4 

,, 9 Paid Fire Insurance by Cheque, 1 1 15s 

„ 11 Received from Wilson <fc Son and Paid to Bank, £24 7s C 

Discount 12s 6d 
, 14 Paid Wages, £3 18s 6d 

, 14 Cash Sales, £42 3s 2d 

, 1 4 Paid into Bank, £50 

, 17 Received from R Jacobs & Co , £2 17s , Discount 3s 

t 18 Paid Carter & Son, by Cheque, £117 10s , Discount £3 5s 6d 

, 21 Cash Sales, £45 9s Id 

, 21 Paid Wages, £4 6s 

, 21 Paid into Bank, £38 

, 23 Paid Draper Bros , £8 15s , Discount 5s 

21 Drew from Bank for Office, £10 

24 Received from Benj Bates and paid to Bank, £33 5s , Disooui 
£1 15s 

28 Paid Wages, £4 8s 6d 

28 A Earby withdraws, by Cheque, for private expenses, £5 

30 Paid into Bank, £34 

30 Received from Mason & Co , £31 15s 6d 

2 Two Customers, Tlios Archer and Win Booth, have dealings wit 
vson & Co on the following terms — 

Goods paid for within 1 calendar month 3f % discount 
„ „ „ 3 „ months 2J % „ 



Prepare the Account as in Dawson & Co ’s Ledger ' 


1904 




£ 

8 < 

Nov 

11 

Thos Archer buys Goods 

22 

15 


16 



returns Goods 

2 

15 


25 



buys Goods 

18 

19 

Dee 

1 


9 J 

pays Casli 

19 

5 


3 


9 J 

buys Goods 

26 

13 1 

,, 

9 


9 9 

pays Casli 

12 

0 


15 


9 9 

>> >> 

31 

19 . 


23 

Wm 

Booth 

buys Goods 

40 

0 


29 

Thos 

Art hti 

45 

10 

1905 






r an 

16 

Wm 

Bootli returns Goods 

5 

0 


18 

Thos 

Archer 

buys Goods 

12 

4 

’cb 

15 



19 

5 

>> 

16 

Wm 

Bootli 

>» , 

21) 

0 I 


27 

Thos 

Art her 

pays Cash 

44 

7 

I ir 

14 


9 

buys Goods 

2b 

0 ( 

M 

31 

Both ' 

customers pay the amounts owing by them 




3 A Sales Da) Book contains the following - 
1901 

m 3 Jas Fairfax & Sons, Hull 

£ i d £ 5 d. 

20 yds Black Cloth at 5s 3d 5 1>0 

3^ U07 Wmdsoi Lace at 9s do/ 11 1 b 

15 Silk Wrappt is at 3s bd 1 12 b 

Box 0 1 6 

13 0 6 

After the Book is added up to the tnd of Januaiy it is disiovr red that 
uv aie ettors in these figures How should they be corn ctcd ’ How 
ild such errors be guarded against’ 

4 Kxplam the meaning of - 

A Credit Sale , 

Posting , 

Returned Cheque, 

Balance Sheet , 

Profit 


5 On which side in the Ledgtr would you expect to find a Balance 
Japital Account, Business Premises Account, Wages Account, Discount 



First Stage Examination Paper, 1900 

(Time allowed, 3 hours ) 

1 William Heath commences business on 1st Jan , 1906, with & 
£50 His transactions are 
Jan 1 Paid for goods bought this day, £15 
,, 2 Bought and paid for Hand cait, £2 10s 

„ 3 Bought goods of R Valley & Co , £13 10s 

„ 4 Bought goods of J Dale <fe Co , £26 10s 3d 

,, 5 Sold goods to J W Mooie, £2 14s fid 

,, 6 Sundty Cash Sales, £8 4s 2d 

,, 0 Bought goods of J Dale <fe Co , £14 10s 8d 

, 9 Goods sold to T Hill & Son, £3 10s 

,, 10 Goods sold to J W Mooie, £1 0s 3d 

,, 11 Bought goods of J W Moore, £4 

,, 1.3 Sundry Cash Sales, £7 12s 5d 

,, 16 Sold goods to Chas Fenn, 18s 6d 

,, 16 Sold goods to .T W Moore, £2 6s 5d 

,, 17 Bought goods of J Dale <fe Co , £12 6s 4(1 

,, 20 Sundry Cash Salts, £9 5s 4d 

,, 20 Paid R Valley & Co amount of their a/c less 2£ % Discoun! 

,, 20 Paid J Dale & Co £40, Discount £1 0s lid 

,, 23 Sold goods to J Dale & Co , £1 5s 

,, 24 Sold goods to J W Moore, £1 4s lOd 

,, 26 J W Moore pays balance of a/c less Discount 3s 9d 

,, 27 Sundry Cash Sales, £8 9s Id 

,, 31 Paul Rent £3 6s 8d , Wages £6 10s 

,, 31 W Heath withdraws Cash for pnvate use, £3 

Enter up the Bought and Sold Da}' Books, Casli Book, and Ledgei 
repare Trial Balanco 31st January, 1906 

2 State (as fully as you can) the pat titulars which should appen in a 
itry m the Sales Day Book 

Explain how the Bank Account may be kept, without its appearing a 
Ledger Account 

3 A merchant has in stock at the end of Ins financial year 144 yaid 
cloth which cost him 3s 4d per yard, less 5 % Discount The selliiij 
ice is 4s 2d per yaid, less 2£ % Discount 12 yards of the cloth ha\< 
en damaged and can be sold for Is per yard At what sum should Ik 
lue the cloth in Ins stock taking v 

4 A Trader (who has kept no proper accounts) wishes to commence i 
t of Books on 1st May, 1906 He has on that date Cash in Bank £100 
ock of Goods valued at £85, and Hy Swift owes him £10 The Trade) 
r es to Car ter Bi os £5 

State fully how he should proceed to open his Books and gne the 
cessary entries 



5 On 31st March, 1906, James Robinson’s books give the following 
Trial Balance 



£ 

s 

d 

£ 

s 

fas Robinson, Capital a/c 
lank 

151 

5 

8 

326 

5 

loods a/c for Stock, 1st April, 1905 

246 

4 

7 



licks & Co 

56 

9 

o 



’urchases 

hscount 

1 > «>/ 

5 

9 

24 

5 

roodycai A Sons 
\ T ages 

322 

1 

8 

82 

9 

fousehold Expenses (J Robinson) 

100 

0 

0 



'on est & Co 

3 

5 

4 



out, Rates, &c 
iarnshaw & Barnes 

56 

9 

7 

2 

7 

eneial Expenses 

21 

5 

S 



airs tow k Cox 

103 

.3 

> 



» Davidson 




It 

5 

ravelling Expenses 
hxrleswoi ill k Co 

26 

4 

3 

10 

4 

egal Expenses 

2 

5 

9 



dvertising 

lies 

32 

6 

9 

24 23 

8 


£2S8 1 

7 

4 

2 >83 

7 


ock 31st March, 1906, £264 7s 4d 

epaic 1’ioht and Loss Account and Balance Sheet 


First Stage Examination Paper, 1907 
(Time Allowed, 3 hours ) 

1 On 1st Marc h, 1907, Robert Kelly commences business with £600 a 
Mit of his account at the County Bank his transactions are 
xr 1 Bought goods from H J Jowett k Co , £158 10s 6d 

, 2 Paid Cash for advertisements, £5 

2 Drew cheque for Petty Cashier (to be accounted for), £10, am 
Office Cash, £40 

2 Rccen ed fiom Lidgett & Sons a Horse, Cart, and Harness wortl 
£35 in exchange for Goods £20 and Cash £15 
4 Sold goods to J k R Campbell, £53 6s 8d 
| 5 Drew Cheque for Warehouse Furniture, £120 

’ 5 Bought goods from Lidgett k Sons, £326 19s 

| 7 Paul cash for Travelling Expenses, £8 10s 

| 7 Received fiom J & R Campbell, cash, £52 allowed 

Discount £1 6s 8d 
Paid Wages, £12 10s 


9 



Mar II Bought goods from H J. Jowett & Co , £36 14s 9d 
,, 12 Paid Liagett <fe Sons by cheque £320, Discount £6 10s 
,, 12 Boughfgoods for cash, £85 

,, 12 Drew out of Bank for office cash, £70 
,, 13 Sold goods to J <& R Campbell, £24 15s 8d 

,, 14 Paid Cash for Telephone rental, £4 5s 

,, 16 J & R Campbell pay amount owing by them less £1 4s 

Discount 

,, 16 Paid Wages, £16 

,, 16 Two Weeks’ Cash Sales, £203 16s 5d 

,, 18 Paid to Bank out of cash, £180 

,, 10 Paid for Warehouse cleaning, £4 15s 

,, 19 Sold goods to Lulgctt & Sons, £10 1 4s 9d 

,, 20. Paid cheque to H J Jowett Co , £185 10s , Discount £9 15s 

,, 22 Bought goods from H J Jowett & Co , £65 3s 8<1 

,, 23 Paid Wagos, £20 

,, 27 Bought goods from H J Jowett <fe Co , £45 11s 3d 

,, 27 Sold goods to Lidgett & Sons, £19 13s 3d 

„ 30 Paid Wages, £20 

,, 30 Cash Sales for 2 weeks, £298 6s 5d 

,, 30 Cheque drawn for Petty Cashier’s payments for month, £8, \ i 

Goods £2 5s , Trade Expenses £5 15s 
„ 30 Robert Kelly takes cash for private use, £50 

,, 30 Paid to Bank out of cash, £250 

Enter up in the proper Books, and prepare Trial Balance 30 
[arch, 1907 

2 Describe fully the process of balancing the Cash Book and Bai 
ccount When should this be done, and how often should the Cash 1 
uinted ’ 

3 A buys from B goods £51 18s 7d on 3rd Jan , 1907 At the end 
jbruary A discovers that B has charged (in this item) for 10J yards Clo! 
3s 8d per yard, when the price should have been 3s 2d per yard , ai 

i 14th Feb A sends back to B one piece of Worsted 72 yards, at 4s 8< 
r yard, as being of wrong shade , this is pait of the goods bought on 3i 
i) as above Give the proper entries which A should make in his Bool 
lating to these transactions 

4 Explain the Ledger Index state how it may be specially airangt 
speedy reference when the Ledger contains a very laige number c 

counts 

5 What are vouchers 9 Describe a good system of ai ranging them 



First Stage Examination Paper, 1908 


(Time allowed, 3 home ) 


1 Samuel Mason has Cash £100 on 1st Jan , 1008, lit bins t 
shigss of Argvle Bros (see below) and opt ns an At count at tin" Bai 
paying in 180 His tiansattions aie - 


n 1 Bought Stock fiom Aigyle Bros 
, 1 Bought Fixtuus horn Aigyle Bi os 

, 2 Dicw cheque Argylc Bios on a/c 

J Sold goods to Baitrum k Co 
, 4 Paid Wages 

, 4 (.ash takings 1st to 4th 

, h Paid deposit to (has Company 
7 Sold goods to Chas Ciantoid 
0 Bought goods fiom I) Dewai k Son** 

1 1 Cash takings 6lh to 1 1th 
1 1 Paid Argvlc Bios checpie £10 and casli l") 

1 1 Sold goods to Aig\ le Bios 
1 1 Paid VY ages 

Id Recent d cheque from Rartrum &('o and paid to 
Bank 

1 1 Allowtd discount to Bait mm & Co 

14 C Cranlotd returns goods 

15 Pud to Bank out ot Cish 

1(> S Mison w ithdiaws Casli foi ^ It 
IS Ca*h Uktngs ldth to 18th 
18 Bought Hand cart for Cash 
18 Paid Wages 

20 Paid foi Handbills printing and distiibutmg 

21 Dicw chcqiu/foi D Dewar A Sons, 135 , discount, 

£1 5. 8d 

21 Paid ilh to Bank out of Cadi 

22 Sold to Evusley A Co, goods, £10 8s 0d , and 

Hand cait, £3 10s 

24 Bought goods fi om Ford A Son 
2") Cash takings 20th to 2,7th 

25 Bought New Counter foi Cash 
2.5 Paul Wagts 

27 Received fiom Evtisley A Co tIO JSs , discount Oil 

28 Paid Fold k Son cash on a/c 

20 Paid Argyle Bros cash Ad, cheque A 5 discount 
3s 4d 

30 Sold goods to Aigyle Bios 
dl Sold goods to Baitrum k Co 
dl Cash takings 29th to 31st 

31 Bought goods from Fend k Son 


t S 
80 0 
2d 0 
75 0 
15 0 
d h 
12 1,5 
2 0 

3 0 
t<> r> 

14 S 

15 0 

4 10 
t 12 

14 10 

0 10 i 

1 10 I 

15 0 I 

5 0 ( 
10 10 i 
d 0 < 
1 12 ( 
1 10 ( 


20 10 3 
17 0 8 
d 0 0 
t 12 0 

18 0 0 


8 12 r> 

25 0 2 
18 12 f# 
10 14 9 



2 If the following questions wtre put to vou by i Mti chant in 
office where the books die kept on the Double Entiy System, how wo 
}ou proceed to find the information lequned’ 

a What was the prue of an article purchased 1)} me fiom Am|u 
and Sons in the tail} pait of last \eai ? 

b How' much do Halliday & Co owe m< to day ' 

( How much money i-. tin re in tlie l>uik now ) 

t! \\ hat an the total Sale « from 1st J in , 1008, up to to day * 

3 W hat entries would you make in youi books to rtcoid the follown 
i um< turns i 

n .Taints Wmg wishing to make a mnittanct , and hat mg no Rani 
tig a/c of Ins own, gives >ou 110 in gold fot whiih }ou give him a thtqi 
n youi Banking a /< foi 1J0 

b (hashed a cheque for ii foi James W mg 

r Suit .Farm s Wing 120 woitli of goods on approval 

(/ Junes Wmg icturns goods sent on ippiov il to value of 111 
< ipmg lb woith 

4 The Petty Cash Book is kept on tlx Impust System md hasanalvM 
ilunms for “ Goods ’ ‘Sundn Expenses,” “Carnage, 1 ‘ Statiomi} im 
□stage, ’ and ‘ Ti a veiling Expense** ” 

Enter up in the Petty Cish Book the following payments foi Mairh 
>08 - 2nd Window Oleanei 2/o 4th, Sbimps 11 5th, (Jar Fares 4\d 
h, Caretakc r 5/- 0th, Luge Envelopes I/- 10th, Expenses to Manchcs 

r 7/J 1 1th, Newspapers 3/ , Copy It ttt i book 7/0 13th, Telephone Trunk 
ills for Februaiy 5/0 17th, Telegram Obi 20th, Kmlw r ay (undo Id 

st, Stamps 10/-, Goods 6/11 23id, Gr^at Noithem Railway a/c 15/b 

tli, Firewood 3/ 25<h, Cai Farts 7d 20th, Carnet 2/2 27th, Expense^ 

Liverpool 10/5 28th, Advt 1 tisement for Cleik 1/b 30th, Botth of Ink 

3, Goods 14/0 31st, Parcel Express Co 11/9 

The Petty Cashier keeps a float of CIO and h re imbursul on Apnl 1st by 
c*que foi Ins payments during Much What morels should be made 


a The float J 

b ’\ he < hcqut foi j) laments during \Iatth > 



First Stage Evening School Certificate Examination Paper, 1908 
( linn dlowcd, 2 Jioui s / 


Tnuirulisf flit follow mg ti< ms ic turns ot N(iu\ \\ < st 
Oth Match, 100S 


C S (1 

Bought goods f min Barrett k Co ill II <) 

Pec < u t d cash fiom F JLu top Sons Ltd l"> 2 4 

Paid Wages 10 (, o 

Sold goods to W adc Bios 40 1 *> 

Bought goods toi (ash 12 ( ) 1 2 

Bt < uv c (t tin (jui it oui June « Some is “»<) 0 I 

and allow < d him d)s< ount 1 0 2 

Paid Plumlx i ( ash for Rtpaus 1 2 l> 

Sold Blown Hoist to ( i Giet a for cash 2b 0 0 

Bought a Cash Hook f tom .Jowett A, Co (M2 0 

\\ itlidicw ( ash loi pi i\ it« use Id (I (I 


hit is 1 lit im .unrig ot the Mold 1 goods ististd m this (pit stiou ' 

2 Fnt< r up m tlu Cisli Itook tin following tt uisac tions ot .Joseph 
L it h - 

1008 

\1 uch ‘2 ( 1 ish in hind i70 2s 3d 

,, 4 Paid to Bank tfi5 0s 0d 

,, 5 Ri ( one d 1 1 oin WjIIi inis & Son, ( asli 1 10 14s Od , allowed 

discount J8s 2d 

,, 0 Paid to .John Taunett, cash 121 8s Od , rc<(iv<d discount 

il bs Od 

,, 12 Paid Rt lit by cheque £10 0s Od 

,, lb Sold goods foi cash 121 bs 9d 
,, J7 Paid (ash to Bank 120 0s Od 

,, 21 Received fiom Willums <fe Son, claque 130 2s 4d , 

allowed discount 12 Is 2d 
, 24 Paid Expenses 12 4s Od 

,, 25 l)u w out of Bank 120 0s Od 

,, 2b Bought goods foi cash 110 1 Is bd 

,, 28 Paid to Bank £40 0s Od 

,, 11 Paid John Tannetfc by cheque 115 11s Id , muxed dis- 

count 18s 9d 

Balance off the Cash Book at 31st Match, 1008, and bring down the 
lances 



3 Enltt up in llm halts Day Book .mil Punluws lli\ Book I 
lowing tianmiol ions of losopli Heath - 

1A08 

llarili 2 Sold lo Williams k Son, bunion, 22 do/ Oval Bows 
Ills 6d pei do/ , 13 gioss Stjiiaie Boxes («) Is 2d ) 
do/ , lo Baikmg Station pir (1 N R 
March 7 Bought fiom John Taiinitt, Caidili, 42 boxes of I C ’s 
12s 9d each (fob Wales) 

„ 18 Sold to Williams k Son, London, 60 doz Oblong Boxes 

1 r )s per do/ tx Hull depot, pi i W ihmis 
„ 21 Bought fiom John Tannett, HIlBoxisof 1 0 s (o’ 12s 6d iai 

(f o b Walts ) 

1 From Hit books you h<u e entei ed up in answer to (piestions 2 and 
l to the Ledger W llliauis & Son s a,t and John Tanm tt s a/< , bmign 
in the balaineof each a/f at 31st Wart h, IMIS 

i What is intant In 

(a) Credit Note' 

(hj PtttxCisb' 

(r) Taking out Inal Bakun i ' 

\ W h) does a Mt reliant hau i Banking a,( ' W hat an* its advai 
s and how does it aflat the Book-ki ( pmg ' 
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